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Introduction 


You are about to learn how to use one of the most modern typographical 
machines available. The IBM Selectrice Composer allows you—in a matter of 
seconds—to change the style, size, and weight of the type you use. 

You can easily change from a large-size type for headings, to a medium size for 
text material, to a smaller type for captions or forms. You may choose from a 
variety of type styles to suit the requirements of the job you are composing; and, 
you have the versatility of typing in a regular, medium-weight type you see in this 


material you are reading, or a bold weight for emphasis or headings. You can even 
select an italic type. 


The following illustrates some of the variety of type weights, sizes and styles you 
may select from. 


This is Press Roman type, 11-point size. It is a serif style for text or body copy. 
This same type in a bold weight is good for emphasis and ALL CAP HEADINGS. 
With sent type, there is no need to reduce copy for reproduction. 

Another variation of the same style and size of type is this Press Roman italic. 
Bodoni is another text type. It, too, comes in a variety of weights and sizes. 

Sizes range from the 12-point above to this 8-point type. Bodoni is based on an 18th-century design. 
Pyramid is a square serif style used for text and other applications. 

Univers, a sans-serif design, may be used for forms work, catalogs, and headings. 
Aldine Roman isa lighter, more delicate design. This line is in 12-point type. 
Journal Roman is well adapted for books and journals. 

Baskerville is used widely in advertising copy. 

Classified News is a sans-serif type face used primarily for newspaper classified ads. 


Century is still another Composer text type used for lengthy body copy. 


All type in this brochure 12 point or smaller was set 
on the IBM “‘Selectric”? Composer. Headlines were set on 
the Composer and photostatically enlarged. 





One of the many jobs you are able to do with the Composer is prepare copy with 
justified right-hand margins—as straight and even as those below. 


The ability to justify copy easily and quickly is one 
of the distinct advantages of the new IBM “Selectric” 
Composer. By merely typing copy once, taking a 
reading from a scale on the Justification Tube, then 
setting the Justification Dial, copy is automatically 
aligned at the right margin as it is typed a second 
time. Color coding is used to designate pitch on the 
Type Font, Escapement Lever, and Justification 
Tube. The idea of color coding for simplicity is used 
again for taking a reading on the Justification Tube 
and making the appropriate adjustment on the 
Justification Dial. 


Characters are proportionally spaced on the “‘Selectric”” Composer, just as you see 
type printed in books and magazines. This proportional space feature, coupled 
with the ability to use different type sizes, styles and weights, enables the 
Composer to produce type which looks comparable to that set by a typographer. 


You will find an explanation of all the operating principles and procedures 
required in using your IBM “Selectric” Composer in this TRAINING GUIDE. This 
book is written and illustrated to include improvements to the Composer. The 
Composer you will be using may not be exactly like the one used in this book. 


As you use this TRAINING GUIDE, make notes in it and keep it handy for 
reference. 


The instructional part of this book is divided into two parts. The first 
section—making up the major portion of the manual—is “‘Operating Instructions.” 
When you have completed this, you will know how to use your Composer for any 
application. 


The second instructional section is called “‘Refinements.” Once you know the 
basic theory, you can look in this section for some alternate procedures, 
shortcuts, or techniques for handling more specialized or unique applications. For 
your easy reference, this section follows the same format as the main text. 


If you would like to practice doing the work as it is explained, use this book’s 
companion, TRAINING GUIDE SUPPLEMENT. The two are designed to be used 
concurrently. They are coordinated so that you learn an operating principle in the 
TRAINING GUIDE , and then go to the SUPPLEMENT for an opportunity to apply 
what you have learned. Step-by-step directions are provided. 


The following symbol + is your signal to look to the bottom of the page for a 
reference to the SUPPLEMENT for additional practice. SUPPLEMENT references 
are placed in the left or right margin, and look like this: 


+See SUPPLEMENT: Page _ , Exercise 
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Operating Instructions 


Type Font Removal and Replacement 


Single-Element Concept 


Single-element typing was introduced with the IBM 
‘Selectric’ Typewriter, and the same concept is funda- 
mental to the IBM ‘Selectric’? Composer. Characters are 
all located on a Type Font instead of the traditional type 
bars. The Font rotates and tilts to print. 


The Font is mounted on a Carrier which moves back and 
forth across the page as you type, so there is no moving 
carriage. Fonts are removable—permitting style changes. 


With the IBM “Selectric”? Composer, changing Fonts 
means changing sizes as well as styles of type. Characters in 
each type style are proportionally spaced, providing copy 
that is visually pleasing. 


Font Identification 


To identify the type on a given Font, a code is printed on 
the top of the Font. Abbreviations, such as PR-11-M, 
denote style, size, and weight. The colored triangle 
specifies the correct horizontal space adjustment for that 
particular Font. These labels will be explained later. 


Font Lock Lever 


A Type Font is removed or replaced by using the Lock 
Lever on the top of the Font. As you hold it in your hand, 
you see the Lock Lever in the center with the letters IBM 
embossed across the top. 


To unlock a Font already on the Composer, pull this Lever 
up—bringing it as far to the right as you can until you hear 
it click in open position. This Lever can then be used asa 
handle with which to pick up the Font. 


To insert a Font, pull back the Lock Lever, place the Font 
on the Carrier Post with the colored triangle pointing 
toward the Platen, and push the Lock Lever back down to 
lock the Font on the machine. (Be sure the Shift Key is 
not locked down when inserting the Font. That turns the 
Post halfway around, out of position for the pin to fit into 
a groove on the Font.) 


Paper Insertion 


Paper Release Lever and Paper Bail 


To insert paper in your machine, pull the Paper Release 
Lever forward. As you do, the Paper Bail comes forward 
automatically. Drop the paper behind the Platen, and snap 
the Paper Release Lever back again. Pulling the Release 
Lever forward positions metal “fingers” to help guide the 
paper into the machine. When you drop the paper behind 


the Platen, it rests on these fingers, ready to be fed in . 


evenly. It is important to move the Paper Release Lever 
back quickly so all Feed Rolls grab the paper simultane- 
ously and maintain this proper alignment. 


Index Key 


To feed the paper into the machine automatically, restore 
the Paper Release Lever to its original position, then 
depress and hold the Index Key. (Using the Index Key is 
faster than using the Platen Knobs on your “Selectric” Com- 
poser, because-the Knobs move in small increments to help 
you do exacting work such as the preparation of forms.) 


The Index Key is actually a two-step key. Depress it once 
with the normal, light, flicking action and it line spaces 
once. But give it a little extra pressure, to push it down to 
the second level, and you get a repeat action. 


Line spacing with the Index Key does not cause the Carrier 
to move. However, depressing the Carrier Return Key will 
line space the paper and, at the same time, return the 
Carrier to the left margin. 


Also, use the Index Key to remove paper from the 
Composer. Depress and hold the Index Key until the copy 
just typed is above the Paper Bail. Then pull the Paper 
Release Lever forward to remove the paper completely. 
Removing the paper this way may prevent any possibility 
of smudging. 











Before going into further operating details, you may 
wish to type on your Composer to get the feel of it and 
see the kind of copy it produces. Turn to the TRAIN- 
ING GUIDE SUPPLEMENT for additional instructions 
and material to type. 
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Measurements 


Picas and Points 


Composition work deals with setting up material in type 
styles of varying sizes. This involves measuring type, the 
space between lines, and other areas smaller than an inch. 
Typesetters, to avoid calculating in fractions of an inch, 
have developed their own units of measurement—“‘picas”’ 
and “‘points.”’ There are six picas to an inch, 12 points in 
one pica. 


This is not unusual when you stop to think about it. 
Certain units of measurement lend themselves well to 
particular areas of activity. For example, yards, feet and 
inches are part of every person’s vocabulary. When you are 
told that a person is six feet tall, you can quickly visualize 
his height with considerable accuracy. 


Likewise, you will soon adopt the typesetters’ handy terms 
of the trade to use your IBM Composer to advantage. To 
review: 


6 picas = 1 inch* 
12 points = 1 pica* 
(72 points = 1 inch) 


Look at the Scales on your IBM Composer. They are 
calibrated—marked off—in picas. 


In addition to the Scales on the Composer, the Conversion 
Scale in the back pocket of this book provides various 
scales and information. For your convenience in measuring 
material taken out of the Composer, there is a Pica Ruler 
on the bottom front of the Conversion Scale and a Point 
Ruler on the right edge of the back. 


Generally speaking, horizontal measurement is expressed 
in picas while vertical measurement is in points. Vertical 
measurement is done to a “finer point” because of 
measuring the height of letters (which vary on the 
Composer from approximately 6 to 12 points) and the 
white space between lines of type. 


*To simplify relating picas and points to inches these measurements on the 
Composer are exact fractions of an inch. The Composer pica is a sixth of an 
inch (.16666), while the typesetters’ pica is .16604 of an inch. Also, the 
Composer point is a seventy-second of an inch (.01388), while the 
typesetters’ point is .013837 of an inch. The differences are minute. 


Measuring Type Height 


Point Size / 


The size of type to be used for a particular job is expressed 
as a certain point size: 7-point type, 10-point type, etc. To 
give you a feel for point sizes: 


This is a sample of 7-point type. 
This is a sample of 10-point type. 


To explain type measurements, let’s first define some basic 
terms. The imaginary line on which the base of a letter 
rests is the base line. The part of any letter which extends 
below this line is called the descender. Some lowercase 
letters have a line extending up from the mid-portion of 
the letters, and such lines are referred to as ascenders. 


Point size is defined as the number of points from slightly 
above the highest ascender to slightly below the lowest 
descender of any type. This allowance of extra space above 
and below the type is a standard method of measurement 
in graphics. Thus, if you measure the printed image, it will 
not reflect the designated point size. 


Cap Height 


When planning the vertical placement of certain kinds of 
material, you will be concerned with the height of capital 
letters. For example, if you are centering an all-cap 
heading in a box and want the same amount of white space 
above and below the printing, you are concerned with the 
“cap height”’ and not the point size of the type—there are 
no descenders in capital letters. 


A listing of the cap heights for different type styles is given 
in the Appendix. 


Measuring Vertical Line Spacing 


As the term implies, vertical line spacing is merely the act 
of going from one line of type to the next. You made 
vertical line spacing adjustments on your regular type- 
writer when you set it for single or double spacing. 


On your IBM Composer you have great flexibility in the 
amount of line spacing you can have with each return of 
the Carrier. You can adjust it to line space any number of 
points from 5 to 20 (which includes type size) by turning 
the Leading Dial to that number. 


CAP HEIGHT 


BASE LINE 


AASCENDER 


DESCENDER 





Leading is the typesetters’ term for extra white space 
between lines of type. (The term leading is actually derived 
from the word lead, because in hot type composition 
metal slugs are placed between lines of type to allow for 
this extra white space.) 


If no extra white space is inserted, the type is said to be 
“set solid.” The following is 8-point type set solid: 


Type may be set solid or leaded 
by setting your Leading Dial. A 
point or two of leading will of- 
ten increase the readability of 
text type. 


However, extra white space gives a better appearance and 
increases readability, so leading is usually added. This is 
the same 8-point type set with 2 points of leading: 


Type may be set solid or leaded 
by setting your Leading Dial. A 
point or two of leading will of- 
ten increase the readability of 
text type. 


This is called “‘setting 8 on 10,” which means using 8-point 
type with 2 points of leading for a total vertical line 
spacing of 10 points. To type 8 on 10 on your Composer, 
set the Leading Dial for 10. 


The amount of leading used is a matter of personal 
preference and the requirements of the job at hand. It 
varies with the style of type you are using and the amount 
of copy you have to fit on a page. If you do not have a lot 
of copy, you may “open it up” by adding extra leading. 
Or, if you must “squeeze” the copy to get it to fit on the 
page, you will reduce the amount of leading. 


Conversion Scale 


For your convenience, the Conversion Scale has been 
provided in the back pocket of this book. It is actually a 
combination of several rulers, a Character Count Chart, a 
Units Per Pica Chart, a Leading/Inch Conversion Chart, 
and a Units Per Fraction of an Inch Chart. The various 
charts and several of the rulers will be explained when 
necessary in later sections of this book. 


The two rulers of interest now are the Pica Ruler and the 
Point Ruler. The Pica Ruler is on the bottom front of the 
Scale. It is marked in whole and half picas. The Point 
Ruler is on the right edge of the back of the Scale and is 
marked in two-point increments. 


If you want experience in using the Pica Ruler and Point 
Ruler, go to the SUPPLEMENT. It provides illustrations 
typical of the printed copy in newspapers and magazines as 
examples of various measurements—such as column widths, 
leading, and type sizes—expressed in points and picas. 


Use the rulers on the Conversion Scale to measure this 
copy for yourself and to become familiar with these new 
tools and terms of your profession as a compositor.+ 


Measuring Width of 
Proportionally Spaced Letters 


As you know, letters and characters vary in size. For 
example, the letter m takes up more space than the letter i. 


At times you will find it convenient to express the exact 
measurement of a letter. When you do, you will state it in 
terms of units. Ani is three units, an m is nine. The unit 
value of a given letter never changes, regardless of whether 
the type size in which it appears is large or small. 


Thus, the number of units per pica changes with the size of 
type. Larger type sizes, coded red on the top of the Font, 
will have 12 units per pica. Middle sized type styles, coded 
yellow, have 14 units per pica. The smaller, blue coded 
styles, have 16 units per pica. 


This variety of terminology (points and picas as standard 
measurements; the number of units per pica varying 
according to the size of type being used) will come 
naturally to you as you see that individual situations lend 
themselves readily to one form of measurement or 
another. You would, for example, say, “All numerals are 
six units, when you are explaining that numbers are all 
the same size to make it easy to type numbers in columns. 
However, you would express column width in picas. 


Type Styles 


One type style can be distinguished from another by its 
particular design characteristics. For example, letters in 
some styles have a straight-line appearance, while in others 
they are more curved—as in the letter y. Some have longer 
or shorter ascenders and descenders than others because of 
their artistic relationship to the mid-portion of the 
characters of that design. Some styles have extra crossing 
strokes—serifs—at the ends of vertical lines of a letter. 
Other styles—sans-serif—do not have these added strokes. 


m m 
| 9| lo | |9| 
units units units 


y Press Roman type style 
y Univers type style 


This type style has serifs. 
This is a sans-serif type style. 


+See SUPPLEMENT: Page 4, Exercise 2 








Individual type styles are given names, such as Press 
Roman, Bodoni, Pyramid and Univers.* 


Styles are also referred to as families because they are not 
only given a name, but they come in different point sizes 


This is a lightweight type. and different weights as well. As the term implies, the 

This is a medium-weight type. weight of the type refers to the thickness of the lines in 

This is an example of bold-face type. the type characters. The common distinctions are medium 
weight and bold, although you occasionally may use a 
lightweight style. 


Basic Machine Adjustments 


Cover/Paper Support 


The Cover of your IBM “Selectric” Composer is a 
dual-purpose feature. When the machine is not in use, the 
Cover keeps out dirt and lends an attractive appearance to 
the machine. When you begin working, lift the Cover and 
it becomes a Paper Support—positioning your paper in 
such a way that the material you have typed is always 
easily visible and ready to read. 


On-Off Control 


To start your machine, press the On part of your On-Off 
Control. It is a good practice to switch your Composer off 
when it is not in operation. 


Carrier 





The Carrier is the whole mechanism housing the Type 
Font, Ribbon, etc., which moves back and forth across the 
page as you type. The Carrier Cover, which partially 
conceals the Carrier while you are using the Composer, is 
hinged and can be folded back when you need to change 
the Ribbon or adjust the tube you see at the front of the 
machine. (The use of the tube will be explained later.) 


With the Cover back, the Carrier moves only a short 
distance with each flick of the Return Key. 





See outside Si 
ofribbon carton fo 

threadit pz 
Instructions rit 
CLOSE THIS COVER 





Scales 
You have several Scales on your IBM “Selectric” 


Composer, each calibrated—measured off—in picas. One is 


*A complete listing may be found in the JBM Graphic Arts Type Portfolio. 
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the Margin Set Scale, placed at the front of the Composer 
to be used as a guide for Margin Sets. 








The Scale above it is the Carrier Position Scale with a 
sliding Centering Scale superimposed on it. On the Carrier 
Position Scale you can see the red indicator which shows 









the position of the Type Font on the writing line. (The 
Centering Scale will be explained in a separate discussion 
of centering.) .. 





The Paper Table Scale, located behind the Platen, will help 
you insert the paper in relation to the margins set on the 
Margin Set Scale. 


(There may be a Removable Scale, calibrated in picas, on 
the Carrier Cover of the Composer. To remove this Scale, 
merely lift the Carrier Cover and slide it out.) 


Margin Sets (Left and Right) 


To set margins, merely grasp and push in on the Margin 
Set, then slide it to the desired point on the Margin Set 
Scale. The left Margin Set can be placed at any whole pica 
mark on the Scale. The right Margin Set can be placed on 
both whole and half picas. 


lf your Carrier is resting at the left margin, and you want 
to move the Margin Set in to the right, you must move the 
Carrier first. Otherwise, it will be in the way of the margin 








1] 
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mechanism. By the same token, if your Carrier is on the 
right margin and you wish to move that Margin Set to the 
left, the Carrier will need to be moved. Also, if your 
Carrier is to the right of your right margin, the right 
Margin Set is locked and cannot be moved until the Carrier 
is moved. Therefore, it is good practice in placing Margin 
Sets to first move the Carrier all the way to the opposite 
side of the machine (i.e., to the right when placing a left 
Margin Set and to the left when placing a right Margin 
Set). 


A bell will ring when the Carrier is within three-quarters of 
an inch of the right margin. However, because of the 
proportional space feature of your Composer, your Carrier 
will not stop at the right margin. You can type or tab past 
it. 


The left and right margins can be set an inch and a half 
apart for a minimum 9-pica writing line. (Do not try to 
force the Margin Sets any closer together than this.) 


The right Margin Set can be moved only as far left as 12. 
Thus, for a 9-pica writing line at the left of the paper, move 
the right Margin Set to 12; the left Margin Set to 3. 


Tabulation Controls 


You can set tabs on any whole pica. However, because 
of the proportional space feature of the ‘Selectric’ 
Composer, tabs may not be set on any units between picas. 
To help you go directly to positions where you can set 
tabs, use the Tab Locate Control. Depress Tab Locate (you 
need not hold it down since it will stay in place until you 
set a tab). Then depress the Tab Key any number of times 
and the Carrier will move from pica to pica, locating 
automatically every place where you can set a tab. 


When you have located the place where you want a tab, 
depress Tab Set. The Tab Locate Control will automatically 
return to its normal position when you set the tab. To 
set another tab, depress the Tab Locate Control again, 
then depress the Tab Key as many times as necessary to 
reach the next place you wish to set a tab. You may repeat 
this process all across the page. 


If the copy you are typing ends as close to the next tab 
setting as four units, the Carrier will stop at that tab 
setting when you depress the Tab Key. 


You can clear all tabs in one operation by positioning the 
Carrier to the extreme right and holding down on Tab 


Clear as you return the Carrier. If you wish to remove one 
tab, tab to its position, and depress the Tab Clear. 


Platen Knobs 


When you turn the Platen Knob of a conventional 
typewriter, each “‘click” indicates a movement from one 
line of type to the next. Your Composer works differently, 
to enable you to do more exacting work. The left Platen 
Knob of the Composer moves four points at a time. The 


right Knob moves one point at a time. (Remember that a . 


point is 1/72 of an inch.) 


Leading Dial 


The Leading Dial enables you to adjust the Composer for 
proper vertical spacing. The setting used is determined by 
the size of type and the amount of space you wish to place 
between lines. 


For copy that you wish to set solid—with no additional 
space between lines of copy—you would set your Leading 
Dial at the same number as the number of the point size 
that appears on the Font. (If you are using a 10-point 
Type Font, you would set your Leading Dial at 10.) 


If you wish to add space between lines of type, simply set 
the Leading Dial on the appropriate number. The differ- 
ence between the number on the Leading Dial and the 
number on the Type Font represents the amount of 
leading you have between lines. For example, if you wish 
to use an 8-point type and add two points of leading, you 
would set the Leading Dial at 10. If you select a 10-point 
type, and wish to add two points of leading, you would set 
the Leading Dial at 12. 


If you have to fit a lot of copy on a page, you may prefer 
to use only one point of leading. Conversely, if you need 
to spread the copy to fill a page, you might want to 
increase the leading to three points. This decision is based 
on the job you are doing and the effect you wish to 
achieve. 


Escapement Lever 


As you know, the number of units per pica changes 
depending on whether you are using a large (red—12 units 
per pica), medium (yellow—14 units per pica), or small 
(blue—16 units per pica) type size. Therefore, the charac- 
ters of a large type size take up more space across the page 
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than those of a smaller type size. The amount of space the 
Carrier moves across the paper for a particular type size is 
regulated by the Escapement Lever. 


The Escapement Control has been color coded for the 
three widths—red for large type sizes, yellow for medium 
type sizes, and blue for small type sizes. Correspondingly, 
each Font has a colored triangle on the top. This tells you 
where to set the Escapement Lever. If you have placed a 
Font on your machine which has a red triangle, that means 
it is a wide type style, and you must set the Escapement 
Lever for red. If your Font has a yellow triangle, the 
characters are medium sized. Small type styles are set for 
blue. 


Notice that, when you move the Escapement Lever, the 
Carrier moves. How far it moves will vary from time to 
time. Therefore, when you change from one type size to 
another, change the Escapement Lever and space several 
times before returning the Carrier. 


Font Selection 


To choose the proper Type Font to do a given job, look at 
the identification printed on the top of the Font. 


The first letters are an abbreviation for the name of the 
type style (Aldine Roman in this example). The number 
tells you the point size of the type. The last letter indicates 
the weight of the type—L-light, M-medium, B-bold. An 
italic type is identified by the letter I in the weight 
position. Occasionally the letter C will follow the type 
weight designation. The C indicates Condensed type—@ 
slender version of the normal type face. 


Century and Classified News type style Fonts are available 
as regular Composer Fonts and as specially designed 
Presswire Fonts. The Presswire Fonts are identified by the 
additional letters PW below the weight indication. For 
example, CN-10-M identifies this as a Classified News type 
PW 

style, 10-point type size, medium weight in the Pressware 
design. 


For an explanation of Language, Technical, Greek, Mathe 
matical and Ruling Fonts, see the “Specialized Fonts” 
section of this book. 


Impression Control 


When you are using small type, the characters are light. so 
the Font does not have to strike the paper with mmc 


force. When you go to a larger and bolder, thus heavier, 
type, you will want the Font to strike the paper with 
greater force to get a clear image of the character printed 
on the paper. 


By setting the Impression Control, located at the right of 
the Type Font, you can regulate the force with which the 
type strikes the paper. The settings range from one for the 
lightest pressure to six for the heaviest. To make this 
adjustment, push the lever to the right and then move it to 
the appropriate number. When you release the lever, it will 
click into position. 


Experience will soon tell you the appropriate settings to 
use. For a general reference, the chart of Recommended 
Impression Settings in the Appendix will be useful. These 
recommendations, however, are only a general guide and 
need to be varied to suit the particular machines and 
supplies you are using. Visual appearance of typed char- 
acters should be sharp and clean (uniform in deposit of 
carbon from the ribbon, without a ‘‘furring” or “splashing” 
effect). 


Carrier Positioning 
Backspace Keys 


You have two Backspace Keys on your IBM “Selectric” 
Composer. One, labeled Backspace, moves the Carrier back 
one unit at a time. The other, labeled Character Backspace 
(Char. B/S) moves the Carrier back one full character at a 
time. 


You recall that the number of units per character varies 
from one character to another. However, you do not need 
to memorize the units per character, because the Com- 
poser will “remember” for you. You simply depress the 
Character Backspace Key and the Carrier will move back a 
complete character regardless of its size. (A space is 
considered a character when character backspacing.) 


Depending upon the number of units per character, six or 
more characters may be in the ““memory” at one time—up 
to 54 units. Therefore, if you need to backspace more than 
one character, you can. 


If you inadvertently depress the Backspace Key when you 
meant to depress the Character Backspace, there is no need 
for concern. Just depress the Character Backspace Key, 
because the Composer remembers and will go back the 
remaining number of units for that character. 








15 























16 


The Composer memory becomes effective with the second 
character typed after a Carrier return or tab. Each time 
you Carrier return or tab the previously typed characters 
are automatically removed from the memory. Typing one 
character permits the memory to become operative with 
the second character. 


The Character Backspace Key is effective for up to 54 
units—six or more characters, beginning with the second 
character typed after the Carrier return or tab.* 


Zero Index Lever 


The Zero Index Lever permits you to return the Carrier to 
the beginning of the line on which you have been typing 
without line spacing to the next. This Lever is an aid in 
centering as well as a variety of other operations you will 
learn as you become familiar with your Composer. 


To use the Zero Index Lever, pull it forward and hold it 
while you flick the Return Key. Release the Lever and it 
will automatically return to its original position. 


Card Holder Alignment Guides 


The clear plastic Card Holder contains several alignment 
aids. The short mark at the top center position of the Card 
Holder shows the approximate printing point on the line. 
It points down to the right edge of the character just 
typed. 


A more precise alignment guide is the longer, vertical line 
just left of the Font. Slide the Card Holder to the right 
as far as it will go and hold it there. This line will then 
be lined up with the right edge of the previously typed 
character. 


You will find this position indicator helpful in checking to 
see if you have spaced after a word when you are ready to 
resume typing after an interruption. 


The horizontal lines on each side of the Card Holder are 
there to help you with vertical alignment. They go along 
the base line of your typed copy. (Bear in mind that any 
visual guide will vary in its relationship to the printed copy 
depending on how you view it. So be sure you are seated 
in your normal typing position when you use the 
alignment guides.) 


*If you use the regular Backspace Key, then type a character, the Character 
Backspace Key does not become effective until a second character is typed. 


Card Holders are adjustable to suit your individual 
preference. An IBM Customer Engineer can move the Card 
Holder on your Composer slightly to alter these lines in 
relation to the printed copy. 


Ribbon Lift Control 


The Ribbon Lift Control, located to the left of the Type 
Font, can be an aid to vertical alignment. If you are trying 
to place a word or words precisely at a given point on the 
page, there may be times when you will want to 
experiment with the placement before actually typing the 
material. 


The Ribbon Lift Control permits you to do this experi- 
menting by causing the Font to strike the page without 
going through the ribbon. Thus you get an embossed image 
of the character but no ink on the page. (You will use this 
typing tip with discretion, of course, depending upon the 
kind of reproduction for which you are preparing.) 


To use the Ribbon Lift Control, move the lever out of the 
groove in which it is resting, and push it away from you, 
into the groove in that far position of the mechanism. 
When you have finished your alignment testing, move the 
lever back to its original position. 


A handy use for this Control is aligning forms in your 
machine. Choose any character with a straight, horizontal 
bar as part of the letter. Type this letter at the left and 
again at the right of the form on a straight line. If the 
straight bar on the letter you have typed is aligned with 
the ruling on the form, your paper is adjusted properly. If 
not, use the Paper Release Lever and straighten it. 


Space Bar 


The Space Bar on your Composer can be used just like the 
one on a typewriter—to space between words. Three units 
is the standard space created by a single depression of the 
Composer’s Space Bar. This, however, can be adjusted by 
turning the inside dial at the lower right of the machine. 
Turn the inner knob so that the white line points to one of 
the colored wedges. The numbers on these wedges repre- 
sent the unit value of the Space Bar in that adjustment. 
You can, for example, set this dial at five and create a 
five-unit space with each depression of the Space Bar. (For 
rapid movement of the Font across the page you can set 
the dial on nine, the largest number of units which the dial 
permits you to space.) 


If you wish to space many times, the Space Bar can be 
depressed and held for continuing action. 
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Keyboard Arrangement 


In order to add symbols needed for printed materials, to 
be compatible with foreign language Fonts, and to 
conform with suggestions of the American Standards 
Association, some keyboard changes have been made.* 
Take a moment to look at the keyboard and acquaint 
yourself with its arrangement. Notice, for example, the 
new locations of the question mark, semicolon, colon and 
fractions. A discussion of some special changes follows. 


WOOO OOQOOWOE 
QWMOBRDIMUDOMOW 
WSOMOOOHOOW 

DBWOOMOBMNMOOW 


Number One 


Your Composer has a special key for the number one. It is 
located on the top row with the other numbers. 


All numbers must be the same size so that they can be 
typed in even columns. For this reason, all numbers are six 
units wide. Since the letter “I” is only a three-unit 
character it cannot be substituted for the number one. The 
special character for number one is six units, to conform 
to the size of the other numbers. 


Underscore 


The underscore has been replaced on the Composer Fonts 
by a character which is used frequently—the dash. 


To underscore you can use the horizontal rules on the 
special Composer Ruling Font. In cold type composition 
emphasis is generally given to words by the use of italic or 
bold type faces. 


Hyphen and Dash 


As you know, there is a difference between a hyphen and a 
dash in printed materials. The regular hyphen is used to 


*Keyboard charts for the specialized Composer Fonts appear in the Appendix. 


hyphenate words, or as a part of identification numbers 
(such as Policy No. A-1933). The dash looks like a hyphen 
but is longer. 


On your regular typewriter, when you wished to type a 
dash, you had to use two hyphens. Since two hyphens do 
not join you had a broken line. Now, on your Composer, 
you have this special mark in the shift position of the 
hyphen, where the underscore used to be. 


Quotation Marks 


Left and right single quotation marks are in the shift 
position over the comma and period, respectively. To make 
regular quotation marks, type two single quotation marks 
each for the left and the right. 


Before going into a discussion of justification procedures, 
you may wish to practice typing material in different type 
styles and sizes using the machine features you have just 


learned. Your TRAINING GUIDE SUPPLEMENT has 
material for you to type and instructions on how to set 
your machine.+ 





Justification 


Justification means typing copy so the right margin is 
straight. 


Unjustified Copy 


The ability to justify copy easily and quick- 
ly is one of the distinct advantages of the 

new IBM “Selectric” Composer. By merely 
typing copy once, taking a reading from 

a scale on the Justification Tube, then setting 
the Justification Dial, copy is automatically 
aligned at the right margin as it is typed a 
second time. Color coding is used to designate 


Justified Copy 


The ability to justify copy easily and quickly 
is one of the distinct advantages of the new 
IBM “Selectric” Composer. By merely typ- 
ing copy once, taking a reading from a scale 
on the Justification Tube, then setting the 
Justification Dial, copy is automatically 
aligned at the right margin as it is typed a 
second time. Color coding is used to des- 


+See SUPPLEMENT: Page 6, Exercise 3 


19 





























It is a simple matter of adding extra space between words 
to spread the lines so they always end at exactly the same 
point on the right margin. It is simple for you, the 
operator, because the machine does the spreading auto- 
matically. 


To justify copy, type it twice. During the first typing, the 
Justification Tube and Justification Window scale 
‘“‘measure’” the line to see how much it needs to be 
expanded. 


For the second typing, set the Justification Dial for the 
reading you got previously from the Justification Window 
scale. The line will justify as you type it. Here’s how. 


Automatic Justification 


When you justify, you have the choice of typing all the 
rough—unjustified—copy first and then all the justified 
copy, or a line of rough copy and then a line of justified 
copy—side by side. For this discussion of automatic 
justification, we will speak of typing rough and justified 
lines side by side. 


First, determine the length of line you want for your final 
copy. Set the left and right margins for the required line 
length on the left half of the paper. Your rough copy will 
be typed between these margins. Then go to the right and 
set a tab where you can begin typing the justified line. (To 
illustrate: If you want a column width of 3 inches, or 18 
picas, you might set the margins at 6 and 24 and set a tab 
at 30, to begin the justified line.) 


The Justification Tube makes it possible for your machine 
to automatically “‘measure” the length of every line 
typed—that is, determine how much each needs to be 
spread to justify. The Tube has three Justification Win 
dows on it, one for each of the three basic sizes of type- 
You can change from one Window scale to another by 
merely turning the Tube. First, pull back the Carrier Cover 
so you can grasp the Tube. Then place your fingers 
anywhere along the smooth surface of the Tube and turn 
it. You can tell by the feel of the Tube when it has 
“clicked”’ into position. 


A colored triangle on the left of the Tube tells you which 
Window to use for small-, medium-, or large-size type. The 
color should be the same as that on the Type Font. (You 
recall that the Escapement Lever is set for the same color 
code, too: red for large type, yellow for mediumrsize type. 
and blue for small.) 


Next, “true up”’ or adjust the Justification Window scale 
so you can read it accurately. To do this use the Tab 
Locate* and tab repeatedly to move the Carrier until it is 
resting on the whole pica preceding the right margin. 


As you approach the margin, a white line will move across 
the Justification Window. When the Carrier is at the pica 
preceding the right margin, and that margin is set on a 


whole pica, the white line should be at 12 if the Composer 
is se llow escapement, or16 
for blue escapement. (These are the same numbers that 


represent horizontal spacing on the Composer—12, 14, and 
16 units per pica.) When the Carrier is at the pica pre- 
ceding the right margin, and that margin is set on a half 1 920 1 6 8: 
pica, the white line should be at the number of units per eerie 
half pica—6 for red escapement, 7 for yellow escapement, 
or 8 for blue escapement. 





If the white line is not exactly aligned with the appropriate 
number on the scale, you must true up the Tube so that 
the white line and the number are aligned. This trueing-up 
adjustment is made with the serrated bands to the right of 
the Tube. Pull back the Carrier Cover so you can grasp the 
bands to turn them. 


When the white line is to the right of the apppropriate 
number, turn the bands up until the two lines are aligned, 
or true. When the white line is to the left of the appro- 
priate number, turn the bands down until the lines are true 
(aligned). The amount of adjustment needed is always very 
slight. 


There is a limit to the adjustment that can be made with 
these bands. When the adjustment limit is reached, the 
entire Tube will turn, just as it does when you change 
Justification Windows. 


If the Tube is not true and the adjustment limit is reached, 
make sure the color of the triangle on the Justification 
Tube matches the ones on the Font and the Escapement 
Lever. Also, make sure you are trueing up to the correct 
number—12, 14, or 16 if the right margin is set on a whole 
pica and 6, 7, or 8 if the margin is set on a half pica. 


Verify the accuracy of the trueing up by Carrier returning 
and repositioning at the whole pica preceding the right 
margin, before you begin to type. When the Tube is true, 
all the rough-copy scale readings will be easily read, and 
the final-copy line length will be exact. 


*If you rely on the Space Bar, you could be off a unit or two and not notice it 
with the naked eye. 
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+ See SUPPLEMENT: Page 8, Exercise 4 


Every time you turn the Tube from one Window to 
another or move the right margin, you should true up the 
Tube again. 


To tell your machine that you want to justify, pull down 
the Justification Lever on the right side of the Justification 
Dial. This puts it into a “justifying mode,” causing the 
Tube to function as you type to measure your line of 
copy. For example, the proper readings illustrated here 
are: 


blue, 5 
orange, 8 
green, 4 


When you have taken this scale reading, set your Justifica- 
tion Dial accordingly: Turn the inner knob so the white 
line on the top of it points to the appropriate color. 
(Ignore the number on the block of color. It is not 
important to you at this moment.) Then turn the outer 
section of this Dial to line up the appropriate number with 
the mark at the top of the Dial. For example, if the 
reading is blue, 5: turn the inner knob so the white line 
points to blue and the outer wheel so that 5 is at the top. 
aligned with the mark there. (As you set the Justification 
Dial, you will notice the Justification Lever flip back up to 
its original position where it stays for the second typing of 
the line.) » 


Now, with the Dial set for automatic justification, all you 
have to do is tab and type the line again. Repeat this 
procedure for the next line and the next, and you will see 
that they are all justified. 


How Justification Works 


You have just learned how to justify copy on your IBM 
“Selectric” Composer. If you are curious to know why 
you do certain things and how the machine does what it 
does, you will be interested in reading the following 
explanation. 


First, let’s review the meaning of justification. Justification 
means typing copy so each line ends exactly at the same 
point on the right margin. This is done by typing each line 
twice: 


Type a line once, going as near the right margin 
you can, but not beyond it. When you have finishe 
the machine will have measured how many units you 
are away from the right margin 


a b 


Type the line a second time. As you do, the machine 
automatically adds the extra units required to expand 
your line so it ends exactly on the right margin. 


The extra units of space required to expand the line are 
placed in the spaces between words. In normal typing on 
the Composer, each depression of the Space Bar is worth 
three units. But when justifying this can be increased to 
nine units in order to stretch a line. 


The process of increasing the space between words to 
justify is best explained by illustration. Let’s assume you 
want a line 18 picas wide and have placed your Margin Sets 
at 6 and 24. You type nine words in your first line with 
the customary three units of space between each: 


You have just learned how to justify copy on 
voeovefF VoFVe v Vv 
3 2 32 3°33 3 3 


The line ends five units short of the right margin. These 
five units must be added to the spaces between words to 
expand the line. In order for the spacing to look uniform 
throughout the-line, the extra units will be added one at a 
time: 


You have just learned how to justify copy on 
Yo v8 voy Vv Vv 
+1 +1 +i +1 +140 +0 +0 


These units are added to the three units you already had 
between words, which means in the second typing you will 
have four units in all spaces between words except the last 
three where you again have three units: 


You have just learned how, to justify copy on 


s os 3 > oe 3 3 a 
+1 +1 +i +1 +1+0 +0 +0 
4.4 4 4 43 3 3 


The mathematics of this procedure is done automatically 
by your Composer. When you pull down the Justification 
Lever to do the rough copy, you are telling the machine to 
count the number of Space Bar strokes in the line. You 
can see the number of spaces register in the Space Bar 
Counter Window—the tiny window at the right of the 
Justification Tube—as you type. In addition, the machine 
determines the number of units you have stopped short of 
the margin. It divides this number by the number of Space 
Bar strokes in the line and adds these extra units to the 
basic three units per space between words. The “‘answer”’ is 
given when you read the Justification Window scale. 
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Thus, when you set the Justification Dial to type the line a 
second time, you are telling the machine how many spaces 
to make for how many units. The numbers on the colored 
wedges of the inner dial represent the value of the Space 
Bar, so we call this portion the Value Dial. In regular 
typing position, the inner knob points to three. (It is 
automatically positioned there when you pull down the 
Justification Lever.) When you adjust this knob for blue 
you have changed the value of a space from three units to 
four units for each depression of the Space Bar; when the 
Value Dial is set for orange, each space is worth five units, 
etc. 


Setting the outer dial tells the Composer how many spaces 
you want at a given value—so we call this portion of the 
Justification Dial the Quantity Dial. If the Value Dial is set 
for blue (four units) and the Quantity Dial for five, you 
will get five, four-unit spaces. The rest will be three-unit 
spaces. (As you type, you can see the Quantity Dial jump 
down one number with each space. When it reaches 
zero—meaning no more spaces at that value—the Value 
Dial also jumps to the next lower value and remains there 
for the rest of that line.) 


Refinements 


“O.K.” Lines 


Occasionally, a line of rough copy ends exactly on the 
right margin and needs no change when typed in the 
justified column. For convenience, we call this an “O.K.~ 
Line. 


Your Justification Dial was set for black 0 when you typed 
the rough copy. (It was there automatically as a result of 
pulling down the Justification Lever.) Therefore, it should 
be set for black 0 again when typing the justified line. 


Since you have been recording a “‘b’’ for blue settings. you 
would not want to type “b” for black to record your 
reading. Instead, let xO stand for O.K. Lines. 


Backspacing to Hyphenate 


If you have typed beyond your right margin—there will De 
no color in the Window—and you want to back up and 
hyphenate that last word, use the Character Backspace. As 
you back up, you will see color come back mito the 
Window again. When you have gone back the appropriate 
number of letters, type the hyphen, take a reading. and 
continue. 


Backspacing to Delete a Word 


If, however, you cannot hyphenate that last word and 
must put it on the next line, use the Character Backspace 
for each letter in that word plus the space before it and the 
last letter of the preceding word.* Retyping this last letter 
not only lets you see that you have backspaced properly, 
but it also assures you of a proper scale reading. In case 
there was some tilt to the Carrier from the backspace 
movement, retyping a character trues it up. The color will 
again break in the Justification Window exactly on a scale 
marking as you had originally adjusted it. 


Now that you have backspaced to delete that last word 
and have restruck the last letter to appear on that line, you 
are ready to take a scale reading. But, before you do, 
remember that your machine has added a Space Bar stroke 
to its counter—that space before the deleted word—which 
is no longer part of your line. Once a space is put into the 
machine’s memory, it is there until the Carrier is returned 
and the memory is cleared. Therefore, the number of units 
you are short of the right margin will be divided by the 
wrong number of spaces, and your line will not be justified 
correctly. Adjust this by turning the Justification Tube up 
to read the scale. As you turn the Tube up, you see the 
colors “‘zigzag”’ and the scale reading change.** The colors, 
in relation to the scale, in this upper position give you 
your correct reading for that line. 


Experimenting to Add a Word 


You may want to experiment without spacing between 
words at the end of a line, when you have color in the 
Window but are uncertain that another word will fit on 
this line. 


Type the experimental word immediately following the 
previous word. If, after typing the word, you have a 
reading of at least blue 3, space once and read the scale 
again. (The placement of the space on the line does not 
matter on the rough copy, as long as the space is included 
for the justification reading.) 


However, if after typing the experimental word, you have 
no color in the Window the word does not fit. You simply 


*If two spaces are involved, because of ending a sentence, just retype the line. 
**The only exception to this is if you are deleting a word so short that, after 
backspacing, you are near enough to the margin to have a blue reading. In 
this situation, rotating the scale does not change the reading. Both positions 
of the Tube give you the same—correct—reading for that line. 





character backspace for each letter of the word and read 
the scale. Because you did not space between the words, it 
is not necessary to take an adjusted scale reading. 


Making Corrections 


The appearance of the rough copy is not important: 
therefore, you can correct typographical errors by merely 
using the Character Backspace and striking over. Or, if you 
become confused for some reason, it is often easier to 
simply begin the line again. Remember, the Zero Index 
Lever permits you to return to the left margin, yet stay on 
the same writing line.’ 


Typing Procedures 


You have your choice of typing rough and justified lines 
parallel or serially: 


Parallel Justification 


The ability to justify copy easily and quickly is one The ability to justify copy easily and quickly 
of the distinct advantages of your new Composer. By of the distinct advantages of your new Composer 
merely typing copy once, taking a reading from the merely typing copy once, taking a reading from 
Justification Window, then setting the Justification Justification Window, then setting the Justifica 

Serial Justification 

The ability to justify copy easily and quickly is one ol 

of the distinct advantages of your new Composer. By b2 

merely typing copy once, taking a reading from the o2 

Justification Window, then setting the Justification gl 


* See SUPPLEMENT: Page 10, Exercise 5 
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The ability to justify copy easily and quickly is one 
of the distinct advantages of your new Composer. By 
merely typing copy once, taking a reading from the 
Justification Window, then setting the Justification 


In the first, obviously, you type rough copy, then tab and 
justify. Many people prefer typing serially—all the rough 
copy first, recording the scale readings, then all the 
justified copy. 


The choice is a matter of personal preference. Parallel 
justification has the advantages of not having to record a 
scale reading for each line, and you can see finished work 
as you go along. 


Serial justification is popular because you do not have to 
change back and forth between rough-copy typing and 
justification. You can pull down the Justification Lever 
once and leave it there for all the rough-copy typing, then 
do all the justifying where each line is preceded by a Dial 
adjustment. Advocates of this method feel it is easier to 
keep their place in the source copy when doing only one 
kind of typing at a time (rough or justified). 


While the merits of the two systems are subject to personal 
opinion, there are two definite production advantages to 
serial justification: It is a convenient way to have people 
work on a rush job simultaneously; and it helps the person 
who is copyfitting to know exactly how much finished 
copy he will have. If the copy is running too long for the 
space available, the leading can be reduced between lines 
for the final typing; or, conversely, if you are running 
short of copy, you can increase the leading when it is 
justified. + 


Justification Varieties 


Now that you understand the theory of justification on 
the Composer, you are ready to carry this basic knowledge 
a few steps further. Your experience up to now has shown 
you that justification is really the ability to type copy so 
the left and right margins are straight. Using the justifica- 
tion ability of your Composer—making a simple procedural 
modification—you can set copy in a variety of formats. 


Reserving White Space 


The format of the printed areas is created by reserving 
white space, the unprinted area, which is as much a part of 
the format as the printed areas. The white space is 
carefully planned for both practical and aesthetic reasons. 


The white space may be for a paragraph indention (one 
which cannot be planned for by a pica tab setting); 


+See SUPPLEMENT: Page 12, Exercise 6 
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numbered paragraphs; hanging indentions; slanting mar- 
gins; or it may be special-effects copy to fit around unusual 
inserts in text material. The following examples illustrate 
some of these formats. 


Slanting Margins 


Slanting margins look fancy, and they are very easy to create. 
When you are planning to slant both the left and right mar- 
gins, you increase the number of prefix letters by two 
for each successive line, beginning with the sec- 
ond line. But only one of each pair of prefix 
letters is dropped when no-printing these 
letters for the finished justified copy. 


Hanging Indentions 


Special effects are created by varying the formats used 
for setting up copy. This illustration of a hanging 
indent is one of many varieties used. The simplest 
way to prepare copy with a hanging indent is to 
set a tab for the indented lines. With this method, 
no special justification procedure will be required. 


Special Effects 


Deadlines. You live with them, we live with them. 
Sometimes (it only seems like all the time) a sales manager 
or a client sticks you with a quick-and-dirty job. And you 
do it. 

Only afterwards, nobody seems to remember how 
quick you did it. Just how dirty it came out. 
: The Composer will turn out a professional- 
looking job—as impressive as the copy you re 
§ reading right now. And get it done on time. 
With the Composer you can justify a line of 
type, set if flush right, flush left, centered. 
~ and probably a lot of other ways we haven™ 
thought of yet. And you can change type faces and Sizes 
any time you want, in seconds, with around 70 to change 
to (like this, or this, or this, or this). 






You will recall that justification is achieved by adding the 
extra units at the end of a line to the spaces between 
words. Therefore, the unit value of a space can change 
from three units in the rough copy to nine units, when 
needed, in the final copy. 

Spacing (with the Justification Lever pulled down) to 
reserve white space will result in different sizes of spac 
between the rough and final copies. 


You can, however, reserve a specific area of white space to 
achieve the desired format by adapting the following 
procedures: 


Spacing First—This is the technique of spacing before 
pulling down the Justification Lever to begin typing the 
rough copy. The Space Bar strokes reserving the white 
space are not counted as part of the line, therefore, are not 
expanded. For final copy, again, space first, then set the 
Justification Dial. 


Tabbing—Set a tab and tabulate (with the Justification 
Lever down) before typing the rough copy. For final copy, 
set the Justification Dial, tab, and type the copy. The 
tabbing method of reserving white space can be used only 
when the white space is at the beginning of a line. If this 
method is used in the middle of a line to be justified, the 
first tab will not move the Carrier the same distance in the 
rough and final typing, since justification expands the 
spaces between words. 


Typing Fixed Space—Fixed space reserves white space, by 
typing a character or combination of characters, as if it isa 
part of the copy. The character(s) selected should be equal 
in unit value to the specified white space. With the 
fixed-space method, you use the normal Justification 
Lever and Dial procedures. But, you actually type the 
fixed-space character(s) in the areas to be reserved as part 
of the rough copy. The final copy is typed as usual except 
when typing the fixed-space character(s) in the appropri- 
ate areas, the character(s) are not printed on the paper. 
This involves the use of the No-Print Key. 


The No-Print Key, as its name implies, permits you to type 
without printing the characters you are striking. The Type 
Font does not come in contact with the paper; therefore, 
there is no embossing of the paper (as you are accustomed 
to getting from a typewriter set on stencil). As you type in 
“no-print,” you get the same escapement—movement of 
the Carrier—you would get if the letters were printing. 


To engage the No-Print Key, push it down and away from 


you. To release it, pull it toward you, relax your pressure 
on the Key and it will return to its original position. 


Paragraph Indentions 


For most of your paragraph indentions, you will set a tab. 
This is the most efficient typing procedure. 
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If, however, you are doing some specialized work, the 
nature of which calls for a paragraph indention for which 
you cannot set a tab, use the fixed-space method. For 
example, if you need a paragraph indention of 18 units, 
you cannot set a tab. (Tabs are set on picas, and a pica is 
12, 14, or 16 units—depending on the size of type you are 
using.) In this situation, you will want to use two m’s, 
no-printing them in final copy. 


Numbered Paragraphs 


When preparing copy with numbered paragraphs, such as 
the following, try to plan to set a tab for the indent 
position. On the rough and final copy type the identifica- 
tion number, the period, tab, and begin the text using 
normal justification procedures. 


1. The first step in justification is to de- 
termine the length of line you want for final 


copy. 


2. The next step is to set a tab somewhere to 
the right of your right margin to begin the 
justified line. 


3. Set the Escapement Lever for the color 
which matches the colored triangle on top of 
the Font. 


However, when the tabbing method cannot be used, you 
will want to vary your justification procedure slightly. The 
necessity for this becomes evident when you recall that the 
basic principle of justification is increasing the amount of 
space you get with every Space Bar stroke. Thus, if you 
justify in your normal way, the space after identification 
numbers will vary and the text for the numbered lines will 
begin at varying points. To illustrate: 


1. The first step in justification is to de 
termine the length of line you want for final 


copy. 


2. The next step is to set a tab somewhere to 
the right of your right margin to begin the 
justified line. 


3. Set the Escapement Lever for the color 
which matches the colored triangle on top of 
the Font. 


The solution is to use the space-first procedure. Do not 
pull down the Justification Lever for the rough-copy line 
until after you have typed the one, period, and space(s). 
Likewise, when you justify that line, do not, set the 
Justification Dial until after you have typed the one, 
period, and space(s). 


If your format calls for numbered paragraphs with this 
format: 


1. The first step in justification is to deter- 
mine the length of the line you want for 
final copy. 


2. The next step is to set a tab somewhere to 
the right of your right margin to begin the 
justified line. 


3. Set the Escapement Lever for the color 
which matches the colored triangle on top of 
the Font. 


Begin each unnumbered line with spaces before pulling 
down the Justification Lever for the rough-copy line and 
again before setting the Justification Dial for the justified 
line. (Since all numbers are six units and periods three, set 
the Value Dial for three, and space twice for the numbers, 
once for the period, and once for each space. Remember, 
when you are using the space-first method of reserving 
white space, to move the Value Dial back to three if it is 
on any other number as a result of justifying the previous 
line. )} 


Hanging Indentions 


You can see how hanging indentions can be achieved by 
one or a combination of the procedures for reserving white 
space. Most of the time you will type this indented copy 
by merely setting a tab and tabulating for each indented 
line. Only in those rare instances when you want an 
indention for a point other than a position where you can 
set a tab will you use the following alternate procedure. 


Either tab part way to the point to begin the indented 
lines and space the rest, or space all the distance of the 
indention. All you have to remember is to do the spacing 
before you pull down the Justification Lever, and space 
before setting the Justification Dial. 


+ See SUPPLEMENT: Page 14, Exercise 7 
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Another approach would be to use the fixed-space 
method, choosing a character or combination of characters 
to substitute for the Space Bar strokes. With the Justifica- 
tion Lever pulled down, tab part of the indention and type 
a fixed-space character. You can also type fixed-space 
characters the total distance of the indent. Of course, you 
will no-print the fixed-space characters in the areas you 
want left blank in the final copy. 


For example, the indention is to be 27 units. Check the 
Unit Values Chart in the Appendix for the character whose 
unit value is evenly divisible into 27, such as a 3-, or a 
9-unit character. Obviously, the 9-unit character m is a 
good choice, because it will have to be typed fewer times 
than a 3-unit character. On the rough copy follow normal 
justifying procedures, but type three m’s before the text 
on each line to be indented. For final copy, depress the 
No-Print Key and type the m three times, then release the 
No-Print Key and type the text as you normally would. 


Runarounds 


You have nothing new to learn in order to do runarounds! 
It is mentioned only to remind you to use the techniques 
you have already learned when given material to set in this 
format. 


Runaround is the typesetters’ term for copy which fits—or 
“runs around’’—a picture, as illustrated below: 


An MT/ST Model II or IV equipped with the Remote 

Record feature may be recognized by the telephone 

data set attached to it and by the 

Line Status Light adjacent to the 

RN Revise Carrier Return Button on 

aac = the typewriter keyboard. To send 

information from your MT/ST to 

a receiving unit at a remote loca- 

tion, a link between the two units must be established. 

This link is called a data connection. The Line Status 

Light on the typewriter keyboard goes on to indicate 
that this connection has been made. 


The most efficient procedure is to set a tab for the short 
lines. Since tabs can be set every sixth of an inch (every 
pica), the layout can usually be planned for this. Other- 
wise, tab for part of the indention and for the remaining 
number of units use the fixed-space method. 


A description of what to do if lines are too short to justify 
will be given later in this section. 


Slanting Margins 


There are times when copy which is straight on the right 
may need to be slanted on the left, and vice versa. In other 
instances, copy will call for slanting right and left margins. 
The material you are preparing will determine the need for 
this technique. 


Procedure for Slanting Left Margin 


First, determine the size indention you want, and choose a 
letter or combination of letters which will give you that 
unit value.* (You will use these characters, and actually 
type full lines of copy, to take advantage of the justifica- 
tion feature of your IBM Composer.) 


Set margins for the width necessary to justify the longest 
line. Pull down the Justification Lever, and type the first 
line as you would normally for justification, making a 
notation of the setting to use for final copy. 


Before typing the second line, select a letter which has a 
unit value equivalent to the width indention you want. 
Begin the second line with one of these letters, the next 
line with two of these letters, the next with three, etc.: 


Margins may be slanted any number of units b2 
mper line which you feel appropriate for the b1 


mmjob, The unit value of IBM Composer g5 
mmmcharacters varies from three to nine. g5 
mmmmSelect a letter which contains the w3 


For final copy, remember to set the Justification Dial for 
each line. Beginning with the second line, always depress 
the No-Print Key, type the appropriate number of the 
letters selected to indent, release the No-Print Key, and 
finish typing the line. The result will look like the 
following: 


Margins may be slanted any number of units 
per line which you feel appropriate for the 
job. The unit value of IBM Composer 
characters varies from three to nine, 
Select a letter which contains the 


*See Unit Values Chart in Appendix. 
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Procedure for Slanting Right Margin 


Type the rough copy exactly as you did to slant the left 
margin. Begin the line with the indenting letter, even 
though the left margin will be straight in the final copy: 


Margins may be slanted any number of units b2 
mper line which you feel appropriate for the bl 


mmjob. The unit value of IBM Composer gs 
mmmcharacters varies from three to nine. g5 
mmmmSelect a letter which contains the w3 


For justified copy, you will not type the extra letters. All 
you do is set the Justification Dial for each line and type. 
Begin each line at the left margin; the right will auto- 
matically be slanted: 


Margins may be slanted any number of units 
per line which you feel appropriate for the 
job. The unit value of IBM Composer 
characters varies from three to nine. 
Select a letter which contains the 


Procedure for Slanting Both Margins 


The procedure for slanting both margins is the same as for 
slanting one with one exception. You are using fixed- 
spacing letters (for this discussion, let’s use the letter m 
again) for two margin areas instead of one, and you are 
typing m’s for both margin indentions before typing the 
line. 


For rough copy, type the first line as you would for 
normal justification. Begin the second line with Mwe m’s, 
begin the third line with four m’s, begin the fourth line 
with six m’s, etc.: 


Margins may be slanted any number of r4 
mmunits per line which you feel appropriate bi 
mmmmfor the job. The unit value of IBM o7 
mmmmmmComposer characters varies from b3 
mmmmmmmmthree to nine. Select a letter o2 


For final copy, justify the first line normally. For the 
second line, depress the No-Print Key, and type only one 
m and then the rest of the line. For the third line, depress 
the No-Print Key, and type only two m’s and then the rest 
of the line. Do the same for the fourth and succeeding 
lines.* 


Margins may be slanted any number of 
units per line which you feel appropriate 
for the job. The unit value of IBM 
Composer characters varies from 
three to nine. Select a letter 


Irregular Patterns 


For special effects, such as for advertising copy, you may 
have occasion to have material with an irregular left and 
right margin to fit around a picture or diagram, as 
illustrated earlier in the discussion of white space. 


From your understanding of fixed spaces for slanting 
margins you can readily see that the procedure is the same. 
“Design” your fixed spaces by determining the number of 
units you want to allow for white space on each line. Then 
select the characters which will give you this unit value.* 
Print these characters as you type your rough copy for 
justification, and no-print them for final copy. 


Special Column Widths 


You recall that the left Margin Set can be set on any 
whole-pica marking, and the right Margin Set on any 
whole- or half-pica marking. Most of the time, a layout can 
be designed for column widths compatible with these 
measurements... 


If, however, you do have a layout with critical measure- 
ments where you need a column width measured in eighths 
of an inch, you can still justify such lines. In brief, simply 
set margins for the next whole or half pica larger than the 
desired column width. Then fill in the extra space with 
characters of the appropriate unit value, and drop them 
when typing final copy. 


To illustrate: Assume you need a column width of 3 1/8 
inches. Three inches equal 18 picas (6 picas per inch), so 
start with 18 picas. 


Now, to figure the fractional part, let’s revert to units. To 
do this, first review the statistics on the number of units 
per pica and, in turn, the number of units per inch for each 
of the three basic sizes of type: 


Red 
spacing 12 units per pica x 6 picas per inch=72 units per inch 


Yellow 
spacing 14 units per pica x 6 picas per inch = 84 units per inch 


Blue 
spacing 16 units per pica x 6 picas per inch = 96 units per inch 


*See Unit Values Chart in Appendix. 
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Knowing this unit value per inch for each of the three 
escapements, you can divide the total number of units per 
inch by 8 to know the number of units per eighth of an 
inch for each type size: 


Units Per Fraction of an Inch 


Units Units Units Units Units Units Units Units 

Per Per er er Per er er er 

Pica 1/8” 1/4” 3/8” 1/ a”? 5/8” 3/ a” 7/8” 
Red 2 9 18 27 36 45 54 63 
Yellow 14 11 pA 32 42 53 63 74 
Blue 16 12 24 36 48 60 72 84 


The above chart is reprinted on the back of the Conversion 
Scale pocket aid. 


Going back now to the column width of 3 1/8 inches, you 
can look at the summary chart above and see that 1/8 inch 
for the red setting is 9 units. Red spacing gives you 12 
units per pica, so increase your column width by one pica, 
and type one 3-unit character at the beginning of each line. 


For final copy, just set the Justification Dial and type the 
line, but do not type the 3-unit character. Dropping this 
character causes the line to end 3 units short of the 
margin, giving you a line exactly 3 1/8 inches long. 


If, instead of red you are using a blue setting, you have 
12 units per 1/8 inch and 16 units per pica. So set your 
margins for three inches (18 picas) plus one additional 
pica. Select a 4-unit character to type at the beginning of 
each rough-copy line (16-12=4). 


Follow the same procedure for column widths of other 
sizes. For example, let’s assume you have been given copy 
to type for the red adjustment, a column width of 3 7/8 
inches. Your thinking to determine margins and fixed 
spacing will be as follows: 


3 inches = 18 picas 


7/8 inch= 63 units 


With 12 units per pica, there are 60 units in 5 picas, 
66 units in 5 1/2 picas. 


Set margins for 3 inches (18 picas) plus an additional 
5 1/2 picas to allow for the 7/8 inch. For the fixed 
space use a 3-unit character (66 units in 5 1/2 
picas—63 units in 7/8 inch). + 


Justifying Especially Short Lines 


There may be times when you find you have a line with 
too few Space Bar strokes to justify that line auto- 
matically. It is most likely to occur when using a very 
narrow column width, large type style, and copy with long 
words. 


Another obvious time when this might occur is when you 
are working with fixed spaces and have filled out a good 
portion of your line with a series of characters, holding the 
number of possible spaces on the line to a minimum. 


You will recognize this situation quite readily when you 
look at your Justification Window to take a scale reading. 
You will see thin bands of color in the middle of the 
Window, but the color will not go all the way left to zero. 


A scale reading for automatic justification must be made 
by “reading color” (not the black background of the 
Window itself) from zero to the right. Therefore, you must 
plan to justify by an alternate method. 


Remember, justification is a matter of distributing the 
extra units at the end of the line between the words to 
make the line end exactly on the right margin. You can 
distribute the space entirely between words—called inter- 
word spacing; entirely between letters—called interletter 
spacing; or combine interword and interletter spacing in a 
line. 


On the Composer, you will plan to use only interword 
spacing and automatic justification, or interletter and 
interword spacing and manual justification (adding the 
space yourself). 


Interword Spacing 


When justifying short lines, the easiest procedure is to put 
all the extra space between words. By doubling the 
interword spaces in the line—spacing twice instead of once 
after every word—you can still use the automatic justifica- 
tion feature of the Composer. 


If, after typing a line of copy, the color bands are still in 
the middle of the Window, simply strike the Space Bar the 
number of times indicated by the Space Bar Counter. (This 
équ € number Of interword spaces.) The number of 
interword spaces in the line is then doubled. The increased 
number of Space Bar strokes causes the color bands to 
move toward zero, and you can take a reading as you do 
normally for automatic justification. 
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As you record the scale reading also record a notation 
“x2” to remind yourself to strike the Space Bar twice 
between each word on the final copy. 


For example, let’s assume you are justifying the following 
copy with a large type on a 9-pica line: 


Word spacing entire 


After typing this phrase, the color bands in the Window 
have not reached zero. The next word is “lines” which 
cannot be hyphenated and, if added to this line, will cause 
loss of the color bands. 


You see that the Space Bar Counter has registered two 
Space Bar strokes, so you strike the Space Bar twice. Now 
you have a scale reading of green 2. Tab and record the 
scale reading of “G2x2.” 


For final copy, set the Justification Dial as usual, 
remembering as you type to strike the Space Bar twice 
between each word. 


If necessary, the interword spacing can be tripled, in order 
to get a color-number scale reading. You would triple the 
interword spacing by simply striking the Space Bar twice 
the number registered in the Space Bar Counter. The 
notation with the scale reading would be “x3.” When 
typing the final copy, you would space three times 
between each word in the line. 


Interletter and Interword Spacing 


An alternate method of justifying especially short lines is 
to distribute the extra space between letters and words. 
You can manually add the extra space quite easily. 


Your first step is to determine the number of units you 
stopped short of the right margin. To do this, look at the 
right edge of your right-hand color (blue), and see at what 
number on the scale it ends.* This tells you how many 
units you are away from your right margin. When you have 
read this number (16 in the example), tab to the position 
where you record your scale readings and type +16. 


*If the color bands are not in the middle of the Window with black on both 
sides, see the “Refinements” section of this book for additional instructions. 


When you later justify this line, manually add 16 units. 
These 16 units are in addition to the three units placed 
between words when you typed the rough copy. 


To illustrate, let’s assume you are justifying this line with 
large type for a minimum column width of 9 picas: 


unusually long lines 


Assume also that the word which follows is “which,” and 
cannot be hyphenated. Thus you have stopped your line 
16 units short of your right margin. 


To add interletter space to a line or a portion of a line, 
type a letter; then, with the Value Dial set for 3, space 
once; use your regular one-unit Backspace Key—not the 
Character Backspace Key—and backspace two units. 
(Three units forward minus two units back equals one unit 
added.) 


In our illustration here, you could add eight units between 
letters in the word “unusually,” three units between letters 
in the word “long,” four units between letters in the word 
“lines,” and one unit to the first space between words to 
total the 16 units to add to the line. The result would look 
like this: 


unusually long lines 


As you can see, it would be visually more pleasing not to 
spread all three words, but to spread only one or two 
words and add the additional units between words, such as 
this: 


unusually long lines 


or this: 


unusually long lines 


The guide line is to use word spacing whenever possible, 
reserving letter spacing for more extreme cases. When you 
do letter space, always plan it so you can letter space an 
entire word. +See SUPPLEMENT: Page 22, Exercise 11 
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Justifying Unusually Long Lines 


Your Composer has the capacity to count up to twenty 
Space Bar strokes in a line to be justified. The machine 
automatically distributes any extra units among these 
interword spaces to cause the line to end exactly at the 
right margin. 


If you should have a line with more than twenty Space Bar 
strokes, you can still use the automatic justification 
feature. Although the Space Bar Counter does not display 
the number of Space Bar strokes over twenty, your 
Composer continues the internal mathematics so that you 
can take a scale reading. 


For the rough copy, set the margins and type the copy as 
usual, without regard for the number of Space Bar strokes. 
Record your scale readings, which in most cases will be 
blue. 


Before the final copy is typed, scan the scale readings. For 
each line that does not have a blue scale reading, mark the 
twentieth word space as illustrated below, this step can 
easily be performed during proofreading. 


Justifying unusually long lines is as quick and easy as justifying average length lines. After the margins are set, type in the usual manner 
to get the rough copy scale readings. As a part of the proofreading, make a pencil check mark at the“twentieth interword space on 
all lines with an orange, green, white, red, or yellow scale reading. The final copy can now be set. For lines that have blue scale readings, 


set the Justification Dial as usual and type. The Composer will automatically distribute the space to justify the line. FoMines with a 


For final copy, set the Justification Dial accordingly and 
type normally for all lines with blue readings. 


But, when the scale reading is not blue, set the Justifica- 
tion Dial and type through the twentieth Space Bar 
stroke. After the twentieth space, move the Space Bar 
Value Dial to the black wedge (3-unit space value) and 
type the remainder of the line. It will justify and look like 
this: 


Justifying unusually long lines is as quick and easy as justifying average length lines. After the margins are set, type in the usual manner 







cm 


nes with 2 


Occasionally, a long line will have fewer than twenty 
spaces and a reading other than blue. In such imstances 
type the line using normal justification procedures 





Flush Right 


The term flush right describes lines of copy which are 
straight at the right margin but uneven at the left, such as 
these lines: 


...A GUIDE TO BETTER LETTERS 
PREPARED BY INTERNATIONAL 
BUSINESS MACHINES CORPORATION 
NEW YORK 


PRINTED IN THE UNITED STATES OF AMERICA 


or this column heading: 


DUAL-CONTROL FOOT PEDAL 


Single-pedal operation. Built-in switch for 
optional automatic playback of two or four 
words. Left side of pedal provides rapid re- 
turn action. Non-skid feet. 


The sort of material typed flush right—short phrases, or 
single words—does not lend itself to automatic justifica- 
tion. Therefore, you follow a procedure of making the 
alignment manually. 


The ability to do this is based on the fact that when you 
type regularly—not justifying—and the Justification Lever 
is not down, a white line appears in the Justification 
Window as you near the right margin. It works its way 
across as you type, ending on zero when you are exactly 
on the right margin. As the white line moves across the 
Window, it is telling you how many units you are from the 
margin. For example, if you stop typing and the white line 
is at 15, you are 15 units from the margin. 


With the knowledge you already have of fixed spaces and 
the use of the No-Print Key, you can probably anticipate 
the following explanation on composing copy with flush- 


right margins. 
Let’s assume you want to type the following: 


IBM Corporation 
590 Madison Avenue 
New York, New York 10022 


Type IBM Corporation at your left margin. (Do not space 
after typing the last letter of the last word.) Begin typing a 
series of m’s. (For convenience in counting them later, 
capitalize every fifth m.) When you hear the bell ring to 
warn you that you are coming near the right margin, start 
watching the white line move across the Justification 
Window. Type as near the margin as you can without going 
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beyond it. (An m contains nine units; so when the scale 
reading is less than nine, you should stop typing.) 


After typing the last m, look to see where your white line 
is on the Justification Window scale. For this example, 
let’s assume it is 1. Tab, and type +1. 


Repeat this procedure for each line. Your rough copy will 
look like this: 


IBM CorporationmmmmMmmmmMmmmmM +1 
590 Madison AvenuemmmmMmmmmMmmm = +2 
New York, New York 10022mmmmMmmmm_ +0 


For final copy, count the number of m’s typed at the end 
of the first line. Then depress the No-Print Key and type 
the same number of m’s to begin this first line of final 
flush-right copy. 


After no-printing the m’s, space the number of units 
indicated by the scale reading recorded at the end of the 
first line of rough copy (+1). (To space one unit, set the 
Space Bar Value Dial for 3, space once, and then depress 
the one-unit Backspace Key—not the Character Back- 
space—twice. Three units forward and two units back 
equal one unit of space added.) 


You are now ready to type IBM Corporation, and it will 
end exactly at your right margin. 


Repeat this procedure for all three lines. (If the number of 
units you are to space over before typing requires you to 
move the Space Bar Value Dial to a number larger than 
three, remember to move it back again before typing.)7 


Leader Lines 


Leader lines are a series of dots (periods) used to fill out a 
line, or to lead the eye from copy printed at the left to 
copy on the right. You have seen this done in tables of 
contents, price lists, etc. 


The spacing of these dots depends on the specific 
application. Sometimes they can be typed one after 
another. For other jobs they must be spread more. Some 
other situations, where ease of reading is important, 


require a procedure for typing the leaders so they are 
aligned vertically. To illustrate: 


Leaders aligned vertically: 


Wntroduction 4.4. 6.66 ced ae KK eee ees BOR Oe ws 1 

Chapter ci. costa bis arog Se Od oad ww we hee HH 3 

Chapter TD go oie cise wai sonde sents G8 GS © Bre Gia 0S Sow 15 
Leaders not aligned vertically: 

INOGUCHON::. 5.605624 6 SED ES e CHRO ROY SW 1 

Chapter] sc ices cae sense ease ed sie wwees es 3 

Chapter Us. 6.60.00 deve sede a Sie ewenees w Hers 15 


For leaders where you do not space between the dots, no 
special instructions are required. When leaders are to be on 
every whole pica, use the Tab Locate Key to accurately 
locate each pica; the dots will be aligned vertically. But if 
leader dots are needed every whole and half pica, and are 
to be aligned vertically, use the following procedures. 


Leaders Typed on Every Half Pica 


When using the IBM “Selectric”? Composer, type leaders at 
every whole and half pica marked on the Scale, and they 
will be aligned vertically. 


But before discussing a procedure for accomplishing this, 
let’s review some things you have already learned about 
your machine. 


Review: There are 12, 14, and 16 units per pica depending on the 
size of type being used. Therefore, per half pica there are: 


Type Size Units Per Half Pica 
Large (red) 6 
Medium (yellow) 7 
Small (blue) 8 


Review: Numbers on the colored wedges of the Justification Dial 
represent the unit value of the Space Bar. With the inner knob 
pointing to black, a Space Bar stroke is worth three units; pointing 
to blue, it is worth four units; etc. 


Review: A period is always three units. All numbers are six units. 


The key to typing leaders every half pica, then, is setting 
the Justification Dial for the appropriate Space Bar value 
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so you can type a period, space once, and automatically be 
on the next half- or whole-pica mark on the Scale. 


Since a period is always worth three units, your Space Bar 
stroke has to be large enough to move your Carrier the rest 
of the distance to a half- or whole-pica marking on the 
Scale. With six units per half pica, the period uses up three 
units, and the space must also be three units, to total six. 
If there are seven units per half pica (as is the situation 
when you are using the yellow escapement setting), the 
period again uses up three units, so the Space Bar stroke 
must be worth four units to total seven. And, obviously, if 
your machine is set for the blue escapement, which gives 
you eight units per half pica, the period is three units again 
so your space must be five units. To summarize: 


Machine Units Units Units 
Adjustment Per Period + PerSpace = Per % Pica 


Red 3 + 3 = 6 
Yellow 3 + 4 o i 
Blue 3 + 5 = 8 + 


Leaders with Justified Right-Hand Columns 


When the information typed in the right-hand column 
varies in length and is to be justified, as in the following: 


Planning for Urban Development ...... Charles Glass and Ichabod Paine 
Caring for Household Pets .............-.2-0000000- Philip Cage 


The material in the text copy (the left and right columns) 
must be typed first and the leaders filled in afterward. 
(Remember, you cannot type in the leaders as you justify, 
because the basic principle of justification causes spaces to 
vary in size, so the dots would not be spaced evenly nor 
aligned properly.) Use the automatic justification ability of 
your machine, modifying the usual procedure as follows. 


For the rough copy, pull down the Justification Lever and 
begin typing the left portion of the line. When you have 
finished it, do not space. Immediately begin typing the 
material which is to appear at the right of the line. (Do not 
space at the end of this last part of the line either.) 


You are, of course, not yet near enough to the right 
margin to take a reading on the Justification Scale. So start 


135 
226 


typing a series of m’s. Type the m’s until you are into the 
justifying zone and can take a reading from the Window 
scale.* 


To illustrate, if you were typing the following: 


Planning for Urban Development ..... Charles Glass and Ichabod Paine 135 
Caring for Household Pets ..............00eeeeees Philip Cage 226 


Your rough copy would look like this: 


Planning for Urban DevelopmentCharles Glass and Ichabod PainemmmmM b2 
Caring for Household PetsPhilip CageemmmmMmmmmMmmmmMmmmm o2 


To type your good copy, set the Justification Dial; type 
the first part of the line; then depress the No-Print Key, 
and type the same number of m’s you did in your rough 
copy for that line; release the No-Print Key; and type the 
last part of the line. It will be justified. 


Use the Zero Index Lever and return the Carrier to the left 
margin. Depress Tab Locate and flick the Tab Key 
repeatedly to position the Carrier at the point where you 
would like to begin typing leaders. Type them according to 
the instructions given previously for typing leaders on half 
picas. 


If, on the other hand, you are preparing copy such as the 
following: 


James A. Davidson............e02eeeee President 
Glen Lamar ........ 0... ce eee eee Vice President 
Fern Ferril ........ 2... ce ee ee ee ee eee Treasurer 


You do not have a sufficient number of spaces between 
words to justify. So you vary the procedure. 


Do not pull down the Justification Lever and read the 
color in the scale at the end of the line. Instead type 
without being in the justifying mode. When you end the 
rough-copy line, look at the white mark in the Justifica- 
tion Window to see how far you are from the right 
margin—as you did for typing copy flush right. 


Type the words in the left part of the line; do not space; 
type the words appearing in the right part of the line; do 
not space; type a series of m’s until the white mark in the 


*It is convenient to capitalize every fifth or tenth letter, for ease in counting, 
when you go to type your final copy. 
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Justification Window tells you that you have typed as far 
as you can without going off the scale; and take a reading 
of how many units you are from the margin.* 


Tab to the side and record the number of m’s you typed 
plus the number of units you are from the right margin. 
Your rough copy will look like this: 


James A. DavidsonPresidentnmmmmmmmmMmmmmmmn 16+3 
Glen LamarVice PresidentnmmmmmmmmMmmmmmmm 17+3 
Fern FerrilTreasurermmmmmmmmmMmmmmmmmmmM 2043 


To type your good copy, type the left part of the line; 
depress No-Print, and type the appropriate number of m’s; 
space for the number of units your scale reading said you 
need to add to get to the margin; release the No-Print Key; 
and type the right portion of the line. 


Use the Zero Index Lever to position the Carrier, and type 
in the leader lines. 


Leaders Aligned Within Justified Copy 


Sometimes leaders are used to fill out short lines as a part 
of justified copy, such as in the following: 


Lester and Smith, Basic Political Concepts in a Democratic 


Society, Second Edition (1960) ............... $6.75 
Asher and Walsh, Secondary School Education in America, 

Text Edition (1962) ......... 0c cee eee eee $4.95 
Bergman and Berne, Adolescent Behavior in Economically 

Depressed Areas, Text Edition (1966) ........... $7.00 


Actually, the individual lines filled out with leaders are not 
justified. You just type the copy and then the leaders, but 


*If, when typing the rough copy, you do go beyond the scale, just character 
backspace twice—once for the one m too many and a second time to strike 
over the last m typed. Retyping the last letter trues up the scale in case it 
tilted a little when backspacing. Or, if you went only a few units off the 
scale, use your Backspace Key and back up, counting as you go, until the 
white line appears again at zero. Then, when you type your code at the side, 

. note with a minus sign that you are to back up that many units instead of 
+See SUPPLEMENT: Page 30, Exercise 15 spacing forward when typing your good copy. 
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you type the dots so the last one ends right on the margin, 
not short of it or beyond it as illustrated below: 


Leaders short of right margin: 
Lester and Smith, Basic Political Concepts in a Democratic 


Society, Second Edition (1960)................ $6.75 


Leaders extending beyond right margin: 
Lester and Smith, Basic Political Concepts in a Democratic 


Society, Second Edition (1960)..............2.. $6.75 


Either of these situations will result if you follow the 
procedure you have previously been taught for leader lines. 
This is because you typed the period at the beginning of 
the half-pica increment, and the space filled it out. So you 
were a space short of the margin, or you were one period 
beyond it. 


The solution to this is simply to reverse the pattern, and 
the period will line up with the rest of the copy. Merely 
tab as usual and, instead of beginning by typing a period, 
space first and then type the period.+ 


Centering 


The subject of centering, done on any kind of equipment, 
is open to much discussion. Basically, it is a very simple 
idea—placing printed copy in the middle of a given area, 
either vertically, horizontally, or both. It is merely 
determining the total amount of “white Space” (margin 
area) available, distributing it evenly in the left and right 
margins for horizontal centering, and in the top and 
bottom margins for vertical centering. 


One of the basic assumptions to be made in any discussion 
of centering is whether material is to be centered “exact- 
ly” or “‘visually.” 


In visual centering, the margin areas are not the same, but 
they appear to be, and often the result is more pleasing 
than if the copy had been centered exactly. Visual 
centering is applied to vertical placement in large areas to 
create an “optical illusion.” Since it requires artistic 
judgment, which comes naturally with experience, the 
instructions you receive here will be limited to exact 
centering. 


+See SUPPLEMENT: Page 32, Exercise 16 
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TRAINING TIME ANALYSIS 
Quarterly Report 


Total Time 


Total No. of People Trained 


Per Month 
867 


Per Machine 


248 


Exact centering is a “must” for certain types of applica- 
tions and is particularly important when working in small 
areas, such as centering in boxes for forms construction. 


Sometimes in cold type composition, you center copy by 
merely typing material, then cutting it up and pasting it on 
the page. Sometimes you will be working with pre-ruled 
paper where a nonreproducing pencil has been used to 
mark points at which you begin typing. In these situations, 
your task is a simple one and requires no special 
instructions. 


At other times, it is much more expedient to do the work 
directly in the Composer, and it is this phase of centering 
with which we are concerned in this manual. 


There are any number of ways the process of centering 
directly at the machine can be approached and still come 
up with the same results. The procedures used depend on 
personal preference and the job being done. Therefore, the 
procedures chosen for the following discussion are meant 
only to illustrate fundamental principles and to explain the 
basic functions of the alignment and centering aids built 
into your IBM “Selectric”? Composer. Once you are 
thoroughly familiar with the use of these, you can adapt 
the procedures for your individual needs and develop new 
techniques of your own. 


Horizontal Centering 


Pica Ruler 


For copy which is to be reproduced in the same type size 
and format in which it was given to you, place the Pica 
Ruler on the Conversion Scale over the material you are 
copying and note the picas at which typing should begin. 


Sliding Centering Scale 


The sliding Centering Scale superimposed on the Carrier 
Position Scale enables you to do horizontal centering 
automatically! For example, to center a heading, all you 
have to do is: 


1. Determine the center of your paper. If it is 8% inches 
wide, it is 51 picas wide. Half of 51 is 25% picas. 


2. Position the Carrier at this center point of 25% on 
the Carrier Position Scale. (This assumes, of course, 


that your paper has been inserted with the left edge 
aligned with zero on the Paper Table Scale.) 


3. Slide your Centering Scale so that zero is also at 
25%. (Slide the Scale by pushing the bar located at 
the front of the machine, above the Scales.) 


4. Depress the No-Print Key and type the heading. 


5. Now check your position on the Centering Scale (not 
the Carrier Position Scale). If the red Position 
Indicator is at 10, backspace the Carrier to the 
number 10 to the Jeft of zero on the Centering Scale. 
(Note that the numbers run from right to left as you 
move to the left of zero.) 


6. Release the No-Print Key, type the heading, and it is 
automatically centered. 


You notice that the sliding Centering Scale is marked off 
for every whole and half pica from zero to the right. (The 
marks from zero to the left are identical except they are 
only half as far apart.) 


If, when you go to read the Centering Scale after 
no-printing, you find the red Indicator is between mark- 
ings, you can take steps to get a more exact reading. Use 
the one-unit Backspace Key, and backspace until the 
Indicator is on a mark. Count as you go to determine how 
many units you were beyond a mark on the Scale. Then, 
when you go to the left of zero to start typing, go to the 
same mark on the Scale and backspace half the number of 
units you did when getting on the mark at the right. 


To illustrate, let’s assume that, after no-printing, you back- 
spaced two units to get the Position Indicator back on the 
nearest mark, which happened to be 6. Your next step is to 
go to the number 6 marking at the left of zero and 
backspace one unit. (You were two units beyond 6 after 
no-printing and, since numbers are only half as far apart on 
the left side of the Scale, you want to go only half of 
two—or one unit—beyond 6 at the left to begin typing.)t 


To center material within a given area—such as headings 
over columns, words in boxes, on forms, etc.—the principle 
is the same. Slide the Centering Scale so the zero is at the 
center point. Position the Carrier at the center also. 
No-print the line. Take a reading on the Centering Scale. 
Move the Carrier back to the same number to the left of 
zero on the Centering Scale. Release the No-Print Key, and 
type the line. 





See SUPPLEMENT: Page 34, Exercise 17 
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+See SUPPLEMENT: Page 36, Exercise 18 
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To find the center of a given area, such as the center of a 
box, first measure it, using the Pica or Point Ruler on the 
Conversion Scale. Let’s say it is 10 picas wide. Slide the 
Centering Scale so that the number 10 on the /eft side of 
zero is on the left margin of the box, and the zero will 
automatically be in the center of the box. 


Do this by first positioning the Carrier on the left edge of 
the box, taking advantage of the alignment marks on the 
Card Holder. Move the Carrier to the point at which the 
short mark is at the left edge of the box. This mark is a 
general guide, not a precise one, but it will get you close. 
Next, slide the Card Holder to the right and move the 
Carrier either forward or back to align the longer mark 
exactly with the left margin of the box. Now your Carrier 
is positioned properly. 


With the Carrier now resting at the left of the box, you are 
ready to slide the Centering Scale so the number 10, at the 
left of zero, lines up with the red Carrier Position 
Indicator. 


Once this is done, position the Carrier at zero and center as 
explained previously. 


An alternate method of getting the zero in the center of 
the box is to put a tiny dot at the center when you are 
measuring the box with the Pica or Point Ruler. If the box 
measures 60 points in width, place the dot at 30. (You 
would, of course, make the dot with a blue, or nonrepro- 
ducing, pencil.) 


Once you have marked the center of the box, use the same 
procedures described above to put zero of the Centering 
Scale in the middle of the box: Move the Card Holder to 
the right, and position the Carrier so the vertical line on the 
Card Holder is aligned with the dot. This puts the Carrier 
at the center of the box so you can line up the zero on the 
Centering Scale with the red Position Indicator. 


You are then in position to depress the No-Print Key and 
center as usual. 


Alternate Method of Centering 


Zero on the sliding Centering Scale can be moved to 
approximately 59 on the Carrier Position Scale before the 
right edge of the sliding Scale comes in contact with the 
case of your machine. For large forms where the center of 
a box is farther right than 59, you can center by an 
alternate method. 


This alternate method can also be used to advantage when 
working with a layout which calls for numbers or short 
words in tiny boxes, as in the following illustration: 


STUDENT PERFORMANCE RECORD 
100 | 89 | 2|3) 


Slide the Card Holder to the right, and position the Carrier 
so the vertical line on the Card Holder is aligned with the 
left edge of the box. Then release the Card Holder and 
no-print the word or number to be centered in the box. At 
this point, slide the Card Holder to the right again, and 
space until the vertical line on the Card Holder lines up 
with the right edge of the box. Count the units as you 
space. (Have the Value Dial set for 3. If your final Space 
Bar stroke moves the black line beyond the right edge of 
the box, use the one-unit Backspace Key and backspace 
the necessary one or two units to match up the two lines.) 
















This procedure of counting the number of units left over 
after no-printing the copy to be centered tells you how 
many units you have to distribute between your left and 
right margins. Return to the left of the box again, space 
half that number of units, type the word, and it will be 
centered. 


To illustrate, let’s assume you want to type the following: 


With the Carrier aligned at the left of the box, no-print the 
word No. Then slide the Card Holder to the right and 
space until the vertical line is even with the right margin of 
the box. (Value Dial is at 3.) When you space once, let’s 
assume you are not quite on the line. Space again, and you 
have gone beyond it. Backspace two units and you are 
right on the line. You have gone forward a total of four 
units. You have four units of space left over to divide 
between your left and right margins. 
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+See SUPPLEMENT: Page 38, Exercise 19 
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To center the word, you want two units at the left and 
two at the right. So reposition the Carrier at the left edge 
of the box, and space over two units. (Depress the Space 
Bar once, then backspace one unit.) Type the word No., 
and it will be centered.+ 


Vertical Centering 


Centering vertically is nothing more than manipulating 
space to have equal amounts of white space above and 
below the “inked”? impression on the page. You are 
therefore concerned with actual printed size of typed 
matter, so it will be well to begin this discussion with a 
review of basic measurements, terminology, and alignment 
procedures. 


Review: PARTS OF A LETTER 


ASCENDER 
BASE LINE DESCENDER 


Review: CAP HEIGHT 

For centering purposes, you are interested in the height of the actual 
impression on the paper. Therefore, when centering all cap words or 
phrases, you are dealing with the point size of the capital letters 
only, not the full point size of that type. There are no descenders to 
capital letters, so nothing will print below the base line. 


A chart of cap heights is printed in the Appendix. 


Review: CARD HOLDER ALIGNMENT AID 
The horizontal line on the Card Holder runs along the base line of 
printed copy. 


Measuring Space Available 


The first step in centering is to know the total amount of 
space available for centering. The easiest way to illustrate 
this is to speak again of centering in a box since it has a 
tuled boundary. 


The fastest way to measure the height of the box is simply 
to measure it with your Point Ruler. 


A second way (with the paper in the machine) is to align 
the horizontal line of the Card Holder along the top line of 
the box, then turn the right Platen Knob one point at a 
time, counting the number of “clicks” required to space 
down to align the black line of the Card Holder with the 
bottom line of the box. (You can, of course, combine this 
with the use of the left Platen Knob, counting four points 
per click.) 


Determining Depth of Copy 


If you are centering one line of copy within a box, learning 
the depth of copy is simple. It is the full point size of the 
type if typing in upper- and lowercase letters. It is the cap 
height for that type if typing in all caps. 


For two or more lines, you are concerned with the number 
of points taken up for each line of type (full point size for 
upper- and lowercase lines, or cap height for all cap lines) 
plus the amount of leading between lines. To illustrate, 
let’s assume you are centering these lines using Pyramid 
type style, 10-point type, with two-point leading: 


Employee’s Social --—~— 10 
Security Number ———— 10 
22 


You will be centering copy with a total depth of 22 points. 


If, however, you are centering these same two lines in all 
caps and still want two points of leading between them, 
your calculations would be different. You would first 
check your cap height chart to learn that the cap height of 
10-point Pyramid type is 7 points. Then your calculations 
would be: 


EMPLOYEE'S SOCIAL ---- 7 
SECURITY NUMBER —--— 7 
16 


Apportioning Space Between Top and Bottom Margins 


Once you know the depth of the copy to be centered and 
the total amount of space available in which to type the 
copy, centering becomes simple mathematics. Subtract the 
depth of the copy from the space available. Divide that by 
two, and you know how many points are to be left at the 
top and how many at the bottom. 
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For example, let’s assume the box measured a total of 40 
points. To center the lines typed in both upper- and lower- 
case, subtract 22: 40 minus 22 equals 18. Divide 18 by 2, 
and you find that you allow 9 points for the top margin 
and 9 for the bottom. 


To center the lines typed in all caps: 40 minus 16 equals 
24. Divide 24 by 2, and you have 12 points for the top 
margin and 12 for the bottom. 


Finding Base Line to Begin Typing 


Once you have determined the number of points to leave 
for a top margin, you are ready to position the paper at 
the proper point to begin typing. One way to do this is to 
align the horizontal line on the Card Holder with the top 
line of the box and work down from there. 


Use either the one- or four-point Platen Knob (depending 
on how far down you have to go and which one you feel 
most comfortable using) and space down the number of 
points to be left blank for the top margin plus the number 
of points for the first line of typing. 


To illustrate, let’s assume you are typing the all-cap lines in 
the 40-point box. Start at the top of the box and first 
come down 12 points. Then come down seven more points 
to type the first line. 


To space down to begin the first line of copy to be typed 
in both upper- and lowercase letters, your first instinct is 
to space down for the number of points to be left blank in 
the top margin plus the point size of the type. When 
working in a fairly large area, this will be acceptable. A 
couple of points difference between the top and the bottom 
margin may not matter—may even be visually pleasing. 


In other situations, however, where you are working with 
only a few points in the margins, you need to be more 
exacting. The consideration here is the fact that the point 
size of type, which was used to determine the depth of 
copy, includes the size of the descender. But, you are 
positioned at the base line when you type the copy, and 
the descender automatically drops below the base line as 
you type. So for those cases where you are being precise 
about even top and bottom margins, do use the full point 
size of the type to determine copy depth, but, when you 
space down to begin typing, space down for points in the 


top margin plus the cap height* only to get to the base line 
to begin typing. The descenders will take care of them- 
selves. 


Once you are positioned at the base line to begin the first 
line, you continue as usual. That is, when typing in both 
upper- and lowercase with a 10-point type, two-point 
leading, have your Leading Dial set for 12. After you have 
typed the first line, merely return the Carrier and type the 
next. 


To type two lines of all caps, 10-point type, two-point 
leading: cap height is 7 points; 7 plus 2 equals 9; so set the 
Leading Dial for 9.; 


Centering Aids 


As a shortcut, there are two charts in the Appendix which 
tell you how far to come down to the base line to begin 
typing. One is for centering more than one line of upper- 
and lowercase copy; the other is for centering single lines. 
These are prefaced by instructions on how to use them. 


Centering in Large Areas 


Centering in large areas is really no different from the 
centering you have just learned in small areas. You still 
subtract copy depth from total space available to know 
how much is left to divide between top and bottom 
margins. 


Since your copy depth deals with points, you may want to 
do all your calculations in points. Or, since this involves 
large figures, you may want to start with points and then 
convert them to picas. Remember, there are 12 points in 
ome pica; 72 points in one inch. 


“Cep bewht is used for simplicity. It is accurate to a fraction of a point in 
gu@st imstances. However, there are lowercase letters, such as b, d, f, and 1, 
which may extend above capital letters in certain type styles, but this is 
generally less than a point. Only in limited cases will the difference be a 
pemnt. of 2 fraction of a point, higher than cap height. 


+See SUPPLEMENT: Page 40, Exercise 20 
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Another approach is to think in terms of lines per inch. 
You know there are 72 points in one inch; so, 72 divided 
by the Leading Dial setting equals the number of lines per 
inch: 


Leading Lines 
Dial Per 
Setting Inch 
5 14.4 
6 12 
i 10.29 
8 9 
9 8 
10 7.2 
11 6.54 
12 6 
13 5.54 
14 5.14 
15 4.8 
16 4.5 
17 4.24 
18 oh 
19 3.19 
20 3.6 


A copy of the Leading/Inch Conversion Chart above can 
be found in the Appendix and on the back of the Con- 
version Scale. 


Tabulations 


Setting Tabs 


When doing statistical work—or typing any information in 
columns—take advantage of the ability to set tabs as often 
as possible. Remember, the Carrier will stop at a tab 
setting when you are as close as four units to that stop 
when you depress the Tab Key. When space must be 
apportioned so precisely that you cannot always begin a 
column at a pica tab position, set a tab for the nearest 
pica; then space forward a few units to begin typing. Hand- 
written notations on the copy from which you are typing 
will remind you of the number of units you need to space 
forward. 


To plan your tabulations, first determine the type size to 
use, and then the margins within which you will be typing. 


For example, assume you are setting up the following 
statistical table with large type (Escapement Lever on red) 
and with margins of 10 and 41. Once you have this infor- 
mation, you can determine where tabs will be set. 


District l District 2 District 3 District 4 


$234,234.00 $234,234.00 $234,234.00 $234, 
38,920.50 40,392.50 29,987.00 39's 
135,492.50 189,483.50 139,308.00 1535 


583,394.00 583,293.00 534,245.50 55.3% 
357.50 789.50 678.00 
57,390.00 89,234.00 78,987.50 65:5 
300,000.00 400,000.00 200,000.00 300, 
983,490.50 899,493.50 789,534.00 9175 
834.00 378.00 385.00 
1,503.50 5,110.50 35151.3:00 4, 
15,500.00 18,750.00 12,300.00 155 


The next step in planning your tab settings is to type the 
longest line in each column. Do not space after the last 
character in a column. Your rough copy will look like this: 


234.00 
111.50 
829.00 
555.50 
567.00 
382.50 
000.00 
500.00 
900.00 
963.50 
378.50 


$234,234.00$234,234.00$234,234.00$234,234.00$234,234.00 


Now you want to find out how many units are left over to 
be distributed between columns. Count them by spacing to 
the right margin: Set the Space Bar Value Dial on 5 (for 
ease in counting) and count by 5’s as you space across.* 


As your Carrier approaches the right margin, the white line 
will start moving across the Justification Tube Window. 
Watch the white line, and when it gets to a number on the 
Window scale which is less than 5, stop spacing. Add this 
remainder to the number of units you have already spaced 
across. 


(In the preceding example, space five units at a time fora 
total of 70 units. The white line is then on 2, so the total 
number of units to be placed between columns is 72.) 


In this illustration, you have four areas between the five 
columns in which to place the 72 units. Dividing 72 by 4 
gives you 18 units of space between columns. 


To determine where to set tabs, return the Carrier to the 
left margin, and type the longest line in the first column. 


*If you prefer, for visual proof of accuracy, you can type m’s and multiply the 
number of m’s typed by 9 units. 


District 5 


$234,234. 
30,000. 
135,789. 
532,423. 
890. 
67,390. 
400,000. 
978,450. 
753. 
2,250. 
16,391. 
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Then space 18 units. The Carrier Position Indicator is 
aligned exactly on 16 1/2, where the second column will 
begin. At the beginning of the second column on the copy 
from which you are typing, write 16 + 6 (a half pica in red 
escapement is 6 units). 


Then type the longest line in the second column and space 
18 units. The Indicator is exactly on 23. At the beginning 
of the third column on the copy from which you are 
typing, write 23. Repeat this procedure for all the 
columns, and you will have written 16 + 6, 23, 29 + 6, and 
36. The copy from which you are typing will look like 
this: 


District l District 2 District 3 District 4 District 5 


I 94to 36 


ote 
$234,234.00 $234,234.00 eee $234,234.00 $234,234. 


38,920.50 40,392.50 29,987.00 39,111.50 30,000. 


135,492.50 189,483.50 139 , 308.00 153,829.00 135.789 
583,394.00 583,293.00 534,245.50 - 50 5325423. 
Q RO X00 a0 





When following the above procedure to determine tab 
stops, the Carrier Position Indicator may not be aligned 
exactly on a whole- or half-pica scale mark. In such cases, 
as you backspace with the one-unit Backspace Key, count 
the backspaces necessary to align the Indicator exactly 
with a scale mark. On the copy from which you are typing, 
write the number of the scale mark plus the number of 
backspaces counted. Before typing the longest line in the 
next column, reposition the Indicator by spacing forward. 


Now you are ready to set tabs. Return the Carrier to the 
left margin and set a tab at each of the whole-pica numbers 
written on the copy. Remember to use the Tab Locate 
Control to position the Carrier at the places where you 
want to set tabs. 


When you type the final copy of the columns, the hand- 
written notations on the copy will remind you where to 
position the Carrier to begin each column. In this example, 
after typing the first line of the first column, you see the 
notation 16 + 6. The notation indicates that you should 
tab to 16 and space forward 6 units to begin the second 
column. By following the notations, you will type the 
table with an equal amount of white space between the 
columns. However, for many tables, you could simply type 

‘ the columns at the tab stops that were determined. 
Whether you follow the notations exactly, or merely type 
from the nearest tab, depends on how critical the spacing 
requirements are. 


Centering Headings 


To determine the center point of a column for centering 
the heading, you can follow the same procedure explained 
in this book on centering in given areas (explained by 
centering in boxes), or you can use this alternate approach. 


For headings which are shorter than the longest line in the 
column, return the Carrier, and type the longest line in a 
column. Return the Carrier again, and type the heading to 
be centered over this column. Then push the Card Holder 
to the right, and space until the vertical line on the Card 
Holder lines up with the right edge of the last letter in the 
column (preceding line). Count the units as you space. In 
the illustration at the right, you space 15 units to get the 
line to the edge of the number 0. 


Divide this unit count (15) in half to know how many 
units to space over from the beginning of the column to 
type the heading. (Since you cannot space half a unit, 
space either 7 or 8 units to begin typing the heading.) 


For headings which are longer than the longest line in the 
column, just reverse the procedure. Backspace to line up 
with the edge of the preceding line, counting units as you 
go. Type the heading by positioning the Carrier at the 
beginning of the column and backspacing half the number 
of units you counted as the difference between lines. 


Typing Numbers 


Remember, all numbers are six units. The dollar sign is also 
six units. Periods and commas are three units each. 


When typing columns of figures containing both long and 
short numbers, set your tab for the beginning of the 
longest number. Then, for the shorter numbers, tab to the 
beginning of the column, and space over six units at a time 
to be in position to type. 


Set the Space Bar Value Dial on 6; or, if you will be 
spacing over for commas, too, set it on 3 and depress the 
Space Bar once for each comma and twice for each digit 
position you are bypassing. + 








+See SUPPLEMENT: Page 44, Exercise 21 
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Forms Construction 


You have nothing new to learn for forms construction. It 
is included as a special section in this book only to remind 
you of the basic principles involved. You have performed 
all of them already. 


To illustrate, let’s analyze parts of sample forms: 


CHECK REQUEST 


Date ——____________ Amount of Check 


Payable To 





Reason For 
Expenditure 





Voucher 
To Read 


This form has the title typed in the upper right in bold. 
The captions (Date, Payable To, etc.) at the beginnings of 
ruled lines are also typed flush right. Type them the same 
way you would if they were placed at the right of the 
page: Set the right margin where the typing is to end. To 
do this, remember that your right margin comes to the left 
of your machine as far as 12 on the Scale. If this is not far 
enough for typing these lines, insert the paper in the 
machine far enough to the right so that these lines can end 
on 12. 


ne ee 


Office or Dept. No. Approval 


FOR ACCOUNTING DEPARTMENT USE ONLY 


Project anes Order or Ref. 


























The challenge in setting up this second form is centering in 
boxes and typing in the upper left corners of ruled areas. 
Remember to use the long vertical and horizontal lines on 
the Card Holder for alignment purposes. 


Other forms call for tab settings or justified paragraphs. 
But regardless of the format, it is merely adapting basic 
techniques of composition which you have already 
learned. Analyze individual jobs and, if you need to review 
certain procedures, refer back to discussions on basic 
measurements, centering procedures, typing flush right, 
justification, etc. One, or combinations of several, of these 
procedures are used in all forms construction.+ 


Copyfitting 


Before setting copy on your “Selectric”? Composer it is 
necessary to establish the size and style of type to be used 
and the horizontal and vertical area this type will consume. 
The system of calculating by character counting and line 
counting is called copyfitting. 


Fitting Space to Copy 


If definite specifications have been given as to point size of 
type to be used, you will want to find the amount of space 
you need to accommodate the copy you have. Authors, 
editors, and type buyers frequently need this total page 
count to determine how many, and what size, photo- 
graphs and/or line drawings they may wish to include in a 
publication. Also, printers must have a total page count in 
order to prepare for paper purchases and to establish the 
cost of printing a manuscript. 


Fitting Copy to Space 


In some instances you will be furnished a layout—plan— 
containing rigid specifications which will include firm 
horizontal and vertical space allotments. The type style 
and size to be used may or may not be included in these 
specifications. Desired line leading is sometimes specified, 
but may not be accurate. 


When fitting space to copy or fitting copy to space, the 
copyfitting techniques you use will be the same. 


+See SUPPLEMENT: Page 48, Exercise 22 
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Determining Character Count 


Look at the accompanying illustration (reduced in size, 
below) as you follow the instructions for character 
counting: 


i eeteeaiee awe, Oe 


School administrators, business teachers, and -7 





state supervisors of business and office education e+2 
taking a critical look at the education of youth an 
adults for business employment. This is timely. It is +3 


recognized that education for business is a broader, 


affect how and what is taught. The American people -/ 
live, move, and exist in a business environment. Bus- +2 
iness and office education through expanded needs iL 

challenged in maintaining quality results. -10 


Improved quality control is planned by leaders jin +2 





the field of business and office education. Business +1 
teachers themselves seem eager to participate in th 
details of planning. This is true for the skills, as +4 


well as, the related subject matter areas. It is also +2 





true on all levels of the educational ladder, from -2 
the junior high school through the college and univelrr- +2. 
+13 


sity program. 


Draw a vertical line on the right-hand side of the source 
manuscript page at a point that represents the average line 
length on the page. (When copyfitting more than one page, 
be sure to use the same average line-length measure for 
each page.) 


Count the characters on this average line.* 


taking a critical look at the education of youth and 


“Pica” typewriters have 10 characters to the horizontal 
inch; “elite” typewriters have 12. IBM Executive® Type- 
writers vary in horizontal and vertical spacing. If, when 
using a ruler to measure horizontally, you find you have 


*An easy way to determine the characters in an average line is to use the Elite 
Typewriter or Pica Typewriter Rulers on the back of the Conversion Scale. 


neither a perfect 10- or 12-character group to the ruler 
inch, actually count the number of characters in five or six 
of the average-length lines to establish a “‘norm’”’ of the 
numbers of characters per line. 


Measure the number of lines on the page. Standard 
typewriter spacing is six lines to the vertical inch. 


If your source manuscript has not been prepared on a pica 
or an elite typewriter which produces six lines to the 
vertical inch, determine the actual number of lines per inch 
by measuring a full page of source copy and counting the 
lines. This will give you the accurate lines-per-inch infor- 
mation you need for copyfitting. 


Then, to find the total number of characters on the page: 


1. Multiply the number of characters per line by the 
number of lines. In this case: 52 x 17 = 884 


2. Add extra characters beyond the margin line (includ- 
ing the last short line): 884 + 32 = 916 


3. Subtract. characters in short lines: 916 - 20 = 896 
4. Total characters on page: 896 


Source copy is counted exactly the same way, whether the 
job is to fit copy to space or space to copy. 


Relating Character Count to Composer Copy 


Once you know the number of characters in your source 
manuscript, you are ready to relate that to the number of 
lines it will produce on the IBM “Selectric”? Composer. 
When your machine is set for red spacing, you get an 
average of 2.5 characters per pica; on yellow spacing, you 
get 2.9 characters per pica; on blue spacing, you get an 
average of 3.3 characters per pica. 


For your convenience, a Character Count Chart is provided 
in the Appendix and on the front of the Conversion Scale 
pocket aid. On this chart, you can see immediately the 
number of characters in any line length from one through 
54 picas. The columns headed “Characters” (one for each 
escapement color) give the average number of Composer 
characters for a particular line length. (The chart also gives 
you the equivalent of picas in inches.) 


The average number of Composer characters per line for 
the previous example would be 45. Remember, the copy in 
the example will be set in red escapement, with 11-point 
type. on an 18-pica line. To determine the characters per 


63 








64 





line, move the slider to the eighteenth pica (the line 
length); then read the number in the red column headed 
“Characters.” 


Your next question is “How many lines of copy, of 
approximately 45 Composer characters each, will be 
created by 896 characters, the total number of characters 
in the example copy?” The answer will be 20 lines of copy 
(896 divided by 45 = 19 lines and 41 characters). 


Next, using the Leading/Inch Conversion Chart on the 
back of the Conversion Scale, let us determine what copy 
depth will result from these 20 lines of copy. Set solid— 
11-point type on 11 points of leading—there will be 6.54 
lines per inch. In this example, the 20 lines of copy set 
solid will be three inches deep (20 divided by 6.54 = 3 
inches plus a fraction.) 


Suppose that is not satisfactory; you would like the copy 
to be five inches deep. Divide the number of lines of copy 
by the inches of copy depth desired (20 divided by 5 = 4). 
The result is the number of lines per inch you must set for 
the copy to be five inches deep. 


On the Leading/Inch Conversion Chart, glance down the 
Lines Per Inch column until you come to the number 4. 
Crossing over to the Leading Dial Setting column, you see 
18. Thus, you have determined that, if you set the Leading 
Dial on 18, you will have four lines of copy per inch, and 
the 20 lines will be five inches deep. 


Specialized Fonts 


Your IBM “Selectric” Composer has great flexibility 
because of its capacity to have Fonts interchanged—from 
one with characters of the English alphabet, to a Greek 
Symbols Font, to one for other languages, to a Technical 
Symbols Font, to a Font with Mathematical Symbols, to a 
Ruling Font. 


Language Fonts 


The Language Fonts are identified by an additional letter 
printed below the letter indicating the weight of the type. 


’ The Language Font identification letters are:.G for 


Germanic, L for Latin, N for Nordic, and UK for United 
Kingdom. Fonts with no letters below the weight are US 
Fonts. 


The Language Fonts are available in the same type styles, 
sizes, and weights as the US Fonts. Diagrams of the 
keyboard arrangements are printed in the Appendix 
showing the keyboard locations of those letters and 
symbols characteristic of a particular language. 


Dead Key Disconnect (Optional Feature) 


If you are going to do a great deal of composition using 
the Latin Fonts, your Composer may be equipped with 
two “dead keys” and a Dead Key Disconnect. The dead 
keys, illustrated below, are the accent marks which must 
appear above certain letters in French, Italian, and 
Spanish. 


OOOOOOWOWLWIOW 
OOO00COU0000W) 
OOO00CO00RW) 

OOOO0CO000U 


When an accent mark is used, the Carrier will not advance 
but will remain accurately positioned for the typing of the 
character under the accent. 


The Dead Key Disconnect is located to the left of the 
No-Print Key. The normal position for the Dead Key 
Disconnect is down—the Carrier will advance the usual 
escapement for all characters. 


When a Latin Font is to be used, push down and forward 
on the Dead Key Disconnect Button so that it is in the 
“up” position and is released. Then, the Carrier will not 
advance when the characters in the dead key positions are 
typed. 


When a word requires an accent mark in a dead key 
position: 
1. Depress the accent mark key (the Carrier will not 


advance). 


2. Depress the appropriate alphabetic key. 


Without the dead key feature, you would need to type the 
accent mark first, and then character backspace in order to 
put the Carrier in position before striking the alphabetic 
character. 
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Lock the Dead Key Disconnect into its normal position,, 
by pushing it down and back, when any Font other than a 
Latin Font is to be used. 


Symbols Fonts 


Font identification is different for the Greek, Technical, 
and Mathematical Fonts. The first portion is PRX, which 
means Press Roman, special symbols. In place of the 
weight (such as M for Medium or B for Bold), the last 
portion of the identification is an abbreviation for the 
particular Font—G for Greek, T for Technical, or M for 
Mathematical. 


All Symbols Fonts are in Press Roman type style. The 
Technical, Mathematical, and Greek Symbols Fonts are 
offered in three sizes—7-, 10-, and 11-point type. 


Keyboard Reference Charts for the Symbols Fonts are 
printed in the Appendix of this book. (These charts are 
helpful for determining the keyboard location of a symbol 
and its Velocity Control Dial setting.) 


If you will be constructing technical expressions or 
equations, request a copy of A GUIDE FOR THE PREPARA- 
TION OF TECHNICAL EXPRESSIONS AND EQUATIONS (Form 
No. G549-0064) from your local IBM office. This manual 
is a guide to help you learn the most efficient ways to 
construct technical expressions or equations on the 
Composer. 


Miscellaneous Symbols 


Although the Symbols Fonts were designed primarily for 
use in constructing technical expressions and equations, 
symbols not related to technical composition are located 
on the Greek and Technical Fonts. 


For instance, the biological and medical symbols found on 
the Technical Font are the female symbol (2 ), the male 
symbol ( d ), and the optical or eye symbol (¢ ). 


Business symbols located on the Technical Font are the 
copyright symbol (©) and the registered trademark 
symbol (® ). Additional business symbols located on the 
Greek Font are the commercial “a” ( @ ), the number sign 
(# ), and the pound sterling symbol ( £ ). On Greek Fonts 
with the identification GJP, the yen symbol (¥) has 
replaced the section symbol ( § ). 


’ Punctuation symbols found on the Greek Font are the 


dagger ( f ), the double dagger ( t ), the paragraph symbol 
(4 ), and the section symbol ( § ). Also located on the 
Greek Font is the bullet (@ ). 


The following tariff symbols are located on the Greek 
Font: 4. Py O 5 By, ,w,8,e@ Ak, 6,o,4, andO. 














The small circle or dot may be placed inside any of the 
open tariff symbols by typing the circle or dot, character 
backspacing, and then typing the desired open tariff 
symbol. 


Also on the Greek Font is a variety of diacritic marks. 
Most of these are used with the Greek alphabet; however 
they can be used in the composition of any language 
needing the mark. Specifically, the superscript diacritic 
marks are the rough breathing (‘ ), the smooth breathing 
(’), the acute accent ('), the grave accent (‘), the 
circumflex lenis (” ), circumflex asper ( ~* ), the circumflex 
(°), the tilde (~), and the diaresis (°). To type a 
superscript diacritic mark over any character except the 
omega and iota, type the mark, character backspace, and 
type the character. To place a superscript diacritic mark 
over the omega, type the mark, character backspace, 
depress the one-unit Backspace Key twice, and then type 
the omega. To place a superscript diacritic mark over the 
iota, type the accent, character backspace, forward space 
one unit, and-then type the iota. 


Occasionally it is necessary to combine breathing marks 
and accents or diaresis and accents over a single character. 
To place the combinations above the character, type the 
first mark, character backspace, type the second mark, 
character backspace, and they type the character. 


There is only one subscript diacritic mark on the Greek 
Font—the iota subscript (,). This mark is used under 
only the lowercase alpha, omega, and eta of the Greek 
alphabet. To place the subscript under the alpha and eta, 
type the mark, character backspace, and type the char- 
acter. To place the subscript under the omega, type the 
mark, character backspace, depress the one-unit Backspace 
Key three times, and then type the omega. 


Velocity Control Dial (Optional Feature) 


If the Composer is used to set material with the Language 
or Symbols Fonts, it will probably have a Velocity Control 
Dial. The Dial, located to the left of the keyboard, consists 
of an inner dial for automatic control and an outer dial for 
manual control of the striking force of the Font. 


Each character on each Composer Font is designed to 
strike the paper at the proper angle and with appropriate 
force for its size. However, some of the characters on the 
Language and Symbols Fonts are different sizes than the 
ones in the corresponding positions on the other Fonts. 
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Therefore, the Velocity Control Dial compensates for the 
different sizes of these characters by controlling the 
striking force. 


The inner dial automatically provides the correct velocity 
for the special characters on the various Language Fonts. 
Normally, you leave the inner dial set to US. However, 
when using a Language Font, turn the inner dial so that 
the white line is pointing to the letter corresponding to the 
language identification letter on the top of the Font. For 
example, if you are using a Latin Font for French, Italian, 
or Spanish, set the dial at L. 


The outer dial, also, provides the correct velocity but is 
manually operated. The four marks you see on the dial 
indicate the strength of the striking force. You will know 
the velocity necessary by the letters “L,” “M,” or “H” 
which appear beside the characters on the keyboard 
charts. The relationship of the letters on the charts and the 
marks on the outer dial are: 


Velocity Control Reference Chart 
Dial Mark Letter Striking Force 
® None Normal 
| L Low or Light 
| M Medium 
|| H High or Hard 


Whenever you include one of the symbols requiring a 
velocity change, turn the Velocity Control Dial to the 
appropriate mark. Hold the Dial while you strike the 
character. It is important to remember that you must do 
this each time you type a symbol with a letter beside it on 
the Keyboard Reference Chart. After you strike the symbol, 
release the Dial and it will spring back to the circle which 
is its normal position. The normal position controls the 
velocity of all other Fonts and symbols not marked with 
an “L,” “M,” or “H.” 


Ruling Font 


The Ruling Font is simply identified by RX-12 printed on 
the top. The RX means ruling, special symbols; twelve is 
the point size. There is no weight identification on this 
Font. 


‘A Keyboard Reference Chart showing the location of the 


eight horizontal and four vertical rules is printed in the 
Appendix. A booklet of instructions specifically for the 
Ruling Font can be obtained from the local IBM office. 





Repeat-Action Keys (Optional Feature) 


For convenience and speed in ruling, the keyboard 
locations of the horizontal rules can be repeat-action keys. 


If your Composer keybuttons are imprinted with the rules, 
then the horizontal rules are repeat-action keys. To get 
repeat action, merely depress and hold the key. For a 
single character, tap the key with the normal light flicking 
action. Repeat action is a deliberate, deep depression of 
the key. 


When you use any other Font, characters in these locations 
also have repeat action. 


Ribbon Mechanism 


Your IBM “‘Selectric’’ Composer uses a unique solvent-film 
ribbon which is easily removed and replaced. This ribbon, 
designed especially for the Composer, gives clean, sharp, 
top-quality images. It is ideal for all types of Composer 
applications: This ribbon is equipped with a Threading 
Arm which can be saved and used again if you need to 
store a ribbon for future use. 


Removing Used Ribbon 


1. Turn motor off. Lift up the Cover/Paper Support, and 
fold back the Carrier Cover. Use the diagram of ribbon 
threading, which you will find on the underside of the 
Carrier Cover, for reference. 


2. Push the Ribbon Load Lever straight toward the Font 
to lift the Ribbon Guides and open Rollers on the right 
take-up side. 


3. Grasp the plastic take-up spool by placing your right 
thumb on top and other fingers underneath. 


4. Turn the spool in the direction of the arrow; then lift 
take-up spool and ribbon core out of the Composer and 
throw them away. 
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Installing New Ribbon 


1. Remove plastic wrapping and cardboard insert from the 
new ribbon, but leave the Threading Arm in position. 


2. Grasp the clear plastic spool in your right hand. 


3. Drop ribbon onto left Spindle. 


4. Still holding plastic spool, feed ribbon around Staff and 
through the left and right Ribbon Guides. 





ni 
CLOSE THIS COVER BEFORE TYPING 


5. Position take-up spool over right Spindle so that arrow 
of Threading Arm is over the Roller. 


6. Drop Threading Arm down over the Roller as you push 
take-up spool onto its Spindle. 


7. Ribbon take-up spool will click into place, and the 
Threading Arm will automatically pop up from the 
spool. Remove the Threading Arm. 


in 
structions: 





p 
instruct ib 
CLOSE THIS COVER SEFORE TYPING 
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8. Pull Ribbon Load Lever toward you so Ribbon Guides 
will drop into place behind Font and Rollers will close. 


9. Reposition Carrier Cover. 


Removing Partially Used Ribbon 


If you want to remove a partially used ribbon and store it 
for security or other reasons, you can. By saving the 
Threading Arm which comes with a new ribbon, you can 
use this Threading Arm to lock the two spools together for 
ease in storing. 


1. Turn motor off. Lift up the Cover/Paper Support and 
fold back the Carrier Cover. Use the diagram of ribbon 
threading, which you will find on the underside of the 
Carrier Cover, for reference. 


2. Push Ribbon Load Lever straight toward the Font to 
lift the Ribbon Guides and open Rollers on the right 
take-up side. 


3. Remove both ribbon spools, turning each to release and 
lift out. 


4. Lock two spools together for storage by breaking off 
end of Threading Arm and dropping that end into clear 
plastic spool, the other into the core of the ribbon 
spool. 


5. Ribbon is ready for storage. 
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CLOSE THIS COVER BEFORE TYPIN 


ih 
Ze 


6. 


10. 


Reinstalling Partially Used Ribbon 


Remove Threading Arm from ribbon spools. 


Push Ribbon Load Lever toward Font. 


. Grasp the clear plastic spool in your right hand, and 


drop ribbon spool onto left Spindle. 


. Feed ribbon around Staff and through the left and right 


Ribbon Guides. 


. Still holding plastic spool in one hand, drop Threading 


Arm into hole on that spool, arrow end toward the 
Platen. 


Turn the Threading Arm in the direction of the arrow 
to move the ribbon until it is positioned over the 
Rollers. 


. Drop plastic take-up spool onto right Spindle and 


Threading Arm over Roller. 


. Spool will click into place. Remove Threading Arm. 


. Pull Ribbon Load Lever toward you so Ribbon Guides 


will drop into place behind Font and Rollers will close. 


Reposition Carrier Cover. 


Care and Cleaning 


Since erasing is not a general practice in cold type 
composition your responsibilities for the care of your IBM 
“Selectric” Composer are greatly reduced. The best pre- 
ventive maintenance is to keep dust out of your machine 
by keeping the Cover down when not in use. At night, 
cover it with the dust cover which came with your 
equipment. 


The case of your Composer is die-cast aluminum with a 
crackle finish. This case and the keybuttons are best 
cleaned by using a sponge or soft cloth dampened with 
soap and water. Only in extreme cases should you use a 
liquid cleaner, and then very sparingly. Never apply it 
directly to the machine case or any of its parts—only ona 
sponge or soft cloth. 


CAUTION: Never lubricate your IBM ‘“‘Selectric”’ 
Composer. Special oils have been used, and any oil which 
is not of the same viscosity or manufacture will be 
incompatible with the Composer lubricant. Your IBM 
Customer Engineer can service your “‘Selectric’”’ Composer 
on a regularly scheduled basis. The only parts of the 
machine which you may need to clean personally are the 
Card Holder, Platen, and Feed Rolls. 


Card Holder 


To clean the Card Holder use soap and water only. Dry it 
thoroughly before replacing. 


To remove the Card Holder, grasp the small handle and lift 
it straight up. 


Replace the Card Holder by dropping it lightly between 
the Type Font and the Platen, making sure that the 
cut out sections at the bottom of the Card Holder fit 
securely over the metal racks on the Carrier. Push the Card 
Holder down until it clicks into place. 


Platen and Feed Rolls 


Wipe them with a damp cloth. In more extreme cases, 
commercial cleaners are available through your stationery 
suppliers. However, use the liquids sparingly (again, on a 
sponge or cloth), and avoid spilling any of the liquid on 
the case or keybuttons. All parts to be cleaned should be 
completely removed from the Composer first. 
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To Remove the Platen 


To remove the Platen, position the Carrier in the center, 
and turn the motor off. Pull the Paper Release Lever 
forward. (The Paper Bail will come forward, too.) Lift up 
the Platen End Covers. Place your thumbs on the left and 
right Platen Release Levers. Depress these Release Levers, 
and the Platen will rise from its position. Then merely lift 
it out of the Composer. 


To Remove Feed Rolls 


Before removing the Feed Rolls, you must first lift out the 
Paper Deflector. With the Platen out of the machine, grasp 
the toothed edge of the Paper Deflector and lift up and 
toward you. Use care in removing this so you will not bend 
the Deflector or the tines on either end of it. 


To clean the Deflector, merely wipe it off with a 
dampened sponge. 


There are four sets of Feed Rolls. Notice that the two rear 
sets are larger than the front ones. Each Feed Roll is 
cradled in a pair of arms which contain a round opening on 
one side and a slot opening on the other. The round 
openings are in the center cradle arms. 


To remove the Feed Rolls, hold between thumb and 
forefinger. Lift out slot end first, and then remove from 
hole on opposite end. Use same procedure for all four 
Feed Roll shafts. 


To Replace Feed Rolls 


Remember that the larger Feed Rolls go to the rear; the 
smaller ones in front. Each Feed Roll shaft is numbered. 
With the shaft number facing you, replace the Feed Rolls 
in the following sequence: number one, left front; number 
two, right front; number three, left rear; and number four, 
right rear. 


Replace the Paper Deflector by holding the toothed edge 
toward you. Lower it into the Composer (toward the back 
and down) until the tines on either end straddle the two 
grooved studs on the outside of the Feed Roller assembly. 
Push it gently until it clicks into place. 


To Replace Platen 


Hold the Platen with the Leading Dial and the Zero Index 
Lever at the right. Keep the Zero Index Lever in an upright 
position as you drop the groove of the Platen into the 
Right Platen Latch. Once the Platen is in place, press down 
on the Platen (not the Knobs), and it will snap into place. 
Next, close the Platen End Covers. Push the Zero Index 
Lever away from you, and it automatically repositions 
itself. Slide the Paper Release Lever back into position, 
and you are ready to type again. 


Justification Tube 


As you have noticed, pulling down the Justification Lever 
causes the Justification Tube to move (so color will move 
into the Window to give you a scale reading). 


Notice, also, that the Justification Tube actually consists 
of two parts—the outer Tube and the inner portion across 
which it moves. 


If movement of the Justification Tube becomes sluggish, 
this can be easily remedied by wiping off the exposed 
portions of the inner Tube. 


To clean the right portion of the inner Tube, return the 
Carrier and pull down the Justification Lever. Then clean 
the exposed part of the Tube by wiping it with a cloth 
dampened with water or cleaning fluid. As you clean the 
Tube, space slowly. This causes the inner Tube you are 
cleaning to turn so you clean it all around. 


To clean the left portion, first move the Carrier to the 
right until the bell rings and the Justification Tube has 
moved all the way to the right. This exposes the left 
portion of the inner Tube so you can clean it. Pull down 
the Justification Lever and wipe the Tube clean, spacing to 
cause it to rotate. 


The Tube stops turning after you have spaced 20 times. 


Serial Number 


To locate the Serial Number, tab the Carrier all the way to 
the right. Turn the motor off and fold back the Carrier 
Cover. The Serial Number is located below the Platen and 
Feed Rolls toward the left on the metal bar. 
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Refinements 
Basic Machine Adjustments 
Scales 


To eliminate any confusion in reading the Carrier Position 
Scale, move the sliding Centering Scale to the left when 
not in use. 


With the zero of the Centering Scale directly above the 
zero on the Carrier Position Scale, the numbers on the two 
Scales match up to give the appearance of one Scale. 


Carrier Positioning 


Card Holder Alignment Guides 


If you have occasion to roll the paper up in the machine, 
but you plan to return to the same line to continue typing, 
use the left, four-point Platen Knob instead of the right 
Knob to roll the paper up, and, later, back down again. 


It is easier for the eye to see when the black line on the 
Card Holder is back on the base line when the paper moves 
four points at a time instead of one. 


Space Bar 


For rapid forward movement of the Carrier, set the Space 
Bar Value Dial on 9, and hold down the Space Bar. This 
repeat spacing action is three times as fast as when the 
Value Dial is set for the customary three-unit adjustment. 


Tab Key 


When there is no tab stop at a particular position, you can 
move the Carrier forward quickly by depressing the Tab 
Key. Then, as the Carrier nears the desired position. 
depress the Tab Locate Control, which will stop the 
Carrier. If you are short of the desired position, depress 
the Tab Key until you are to the exact position. It is faster 
to use this method to move to the far right of the 
Composer than to stop at every pica using the customary 
Tab Locate procedure. 


Partial Carrier Return 


When you have occasion to tabulate to begin two or more 
successive lines—such as the three lines in the lower. 
right-hand corner of the example to the left. 


Use the partial-Carrier-return shortcut. This is possible, 
because depressing the Tab Key while the Carrier is in 
motion causes the Carrier to reverse directions and go back 
to the nearest tab location. To illustrate: 


In typing the material in the preceding example, first type a 
line, and flick the Return Key. Then, as soon as the Carrier 
has traveled slightly to the left of the point where the 
second line of copy is to begin, flick the Tab Key. The 
Carrier will immediately swing back to the tab position it 
has just passed. 


This saves the time it would take to let the Carrier return 
to the left margin and then tab in to begin the next line. 


Keyboard Arrangement 


Cent Sign 


To create a cent sign (¢) on your Composer, type a 


lowercase ‘‘c,” backspace four units, and type a slash. 
Result: ¢ * 


Underscores—Horizontal Lines 


Since emphasis is often given to words by use of an italic 
or bold type face, there is no underscore on the alphabetic 
Composer Fonts. When underscores or horizontal rules are 
necessary, there are several ways to create them. 


Hand ruling with pen and ink produces perfectly aligned 
rules of the precise point-size desired. 


However, if you wish to create horizontal lines directly at 
the Composer, this can be done with either the special 
Ruling Font or with the dash on the alphabetic Fonts. 


The Ruling Font has been designed specifically for creating 
tules on the Composer. There are five rules of varying 
point-size thicknesses which produce solid lines. If you 
have a Ruling Font, review the “‘Horizontal Characters 
Extending Under the Copy” section of the RULING FONT 
TRAINING GUIDE. 


When you do not have a Ruling Font, you can create rules 
with an alphabetic Font. Use a Font identified with a red 
triangle, and set the Escapement Lever on blue. This 
shorter escapement setting will crowd the dashes so they 
join to make a continuous line. 
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The thickness of the line will vary with the boldness of the 
Font you are using. 


Remember that the dash prints in the middle of the 
writing line, so if the ruled line is to be an underscore, go 
down the appropriate number of points to place the line 
under the typed copy. 


Vertical Lines 


As with the horizontal lines, the vertical lines can be 
created several ways—by hand ruling, with the Ruling 
Font, or with the “‘l’’ on the Univers Font. 


If you have a Ruling Font, you can create vertical lines at 
the Composer quite easily. The Ruling Font has vertical 
rules which vary from 1/2 point to 1 1/2 points in 
thickness. Review the “‘Vertical Rules” section of the 
special instruction booklet, RULING FONT TRAINING GUIDE. 


When you do not have a Ruling Font, you can create rules 
with the lowercase “‘l” of a Univers Font, which is a 
sans-serif type style. Set the Leading Dial for one point less 
than the capital height (see the Appendix for Capital 
Height Chart) of the particular Font you have selected. 
This reduction of vertical spacing will cause the letters to 
join, forming a solid line. 


Position the Carrier by spacing, type the lowercase “1,” 
and reposition on the next line by indexing and character 
backspacing. 


The thickness of the line will vary with the boldness of the 
Font you select. 


Justification 


Pulling Down the Justification Lever 


Should you inadvertently type part of the first word of a 
rough-copy line before realizing you have not yet pulled 
down the Justification Lever, there is no cause for 
concern. Just pull down the Lever and continue. 


Remember, the purpose of pulling down the Justification 
Lever is to cause the machine to count Space Bar strokes. 
Since no action takes place until the first space is made on 
a line, the Justification Lever can be engaged at any point 
prior to that. 


Rough-Copy Correction Methods 


The main idea of error correction is to get the exact length of 
copy and number of Space Bar strokes in the rough copy so 
the amount of expansion necessary for justified copy can 
be measured. It does not matter in what order the spaces 
and characters occur; e.g., all the spaces could be placed 
together as long as the total number of spaces were 
correct. Therefore, (1) if a comma is left out, put it in with 
the next word; (2) if a space is left out, put two after the 
next word; (3) if a word is omitted, type it at the end of 
the line. Just remember to type the line correctly when it 
is justified. 


When an incorrect letter has been typed and the mistake is 
caught just after the next Space Bar stroke, character 
backspace (over the space and wrong letters). Type the 
correct letters over the incorrect ones; then push the 
Justification Lever up, space, bring Justification Lever 
back down, and continue typing. 


When you space accidentally at the end of a rough-copy 
line, character backspace over the last character you want 
on your justified line and type that character again. Then 
raise the Tube, and take a new reading. 


When a letter is left out of the rough copy and not caught 
until you are typing justified copy, determine the unit 
count of this letter and: 


a. Determine number of spaces on the line and value of 
the space to see whether the proper number of units 
can be subtracted. 


b. Subtract the number of units in the letter which was 
omitted, either manually or by adjusting the Justi- 
fication Dial. 


c. Reverse the process described in (a) and (b) when 
there are too many letters or when a letter is 
substituted by one of fewer units; e.g., when the line 
to be justified is shorter than the line measured with 
rough copy. In this case, more space must be added 
between words—either manually or through adjust- 
ment of the Justification Dial. 


Punctuation at the Ends of Lines 


No adjustment needs to be made for lines ending with 
punctuation marks in the majority of normal justification 
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applications. Below are sample lines justified by the 
normal procedure: 


If a line should end with a period or comma, 
you can adjust it to cause this punctuation 
mark to fall one unit farther to the right of 
the line. Just increase the scale reading by 1. 


However, if you are doing justification where the require- 
ments are more critical and you want the periods and 
commas to extend one unit farther to the right, this can be 
done very easily. Simply increase the number portion of 
your scale reading by one. That is, if your Justification 
Window scale reads blue 6, set the Justification Dial for 
blue 7; if the scale reads orange 3, set the Dial for orange 
4; etc. The result will be as follows: 


If a line should end with a period or comma, 
you can adjust it to cause this punctuation 
mark to fall one unit farther to the right of 
the line. Just increase the scale reading by 1. 


The only exception to this procedure is when increasing 
the setting by one causes the Quantity Dial to be set for a 
number higher than the number of spaces in the line. (You 
do not have to count the number of spaces. Just look at 
the number showing in the Space Counter Window at the 
far right of the Justification Tube.) 


If increasing the Quantity Dial setting does cause the 
setting to be for a number higher than the number of 
spaces in the line, set the Value Dial at the next color 
below the one you originally would have used, and set the 
Quantity Dial for 1. 


To illustrate, if the scale reading is blue 6 and the Window 
shows you have only 6 spaces in the line, set the Dial for 
orange 1. 


This procedure could also be used when a punctuation 
mark such as a colon, semicolon, or apostrophe is the last 
character on a line of justified copy. 


Mixing Sizes of Type Within a Line 


As you know, type comes in three basic widths requiring 
appropriate machine adjustments of red, yellow, or blue 
settings. Since changing from one size of type to another 
tequires moving the Escapement Lever and Justification 


Tube, your first reaction is that it is impossible to justify 
lines containing two sizes of type. 


But it can be done, using a little extra effort. 


The important thing is, you cannot move the Escapement 
Lever or change from one Justification Tube Window to 
another within a line. Instead, you must type all the 
rough-copy line in the same type, making allowances for 
the different size insertions which will come later; and you 
must type all the justified line in the same type, 
no-printing the words you will subsequently insert in a 
different type. Here’s how. 


Inserting Smaller Letters 


When you are justifying with machine adjustments of red 
or yellow and you come to a word or words which must be 
a smaller size, type the rough-copy line without changing 
type, and record the scale reading. 


When you justify this line, set the Justification Dial and 
type it as usual except, when you come to the words 
which are to be in smaller type, no-print them. This will 
leave space for you to go back and insert them after you 
have typed the rest of the line. 


Using the appropriate Type Font and Escapement Lever 
setting, visually spread the smaller words in the blank 
space. Since the letters are smaller than those used in the 
original typing, you will allow more units between words 
than appeared there in the rough-copy line. With experi- 
ence, you can learn to omit a letter or two when typing 
the rough copy so the blank space will more nearly fit the 
small insertion. 


Or, if you prefer to have the exact space for the insertion, 
use the fixed-space procedure. First, using the appropriate 
escapement, type on scrap paper the word or words to be 
inserted. Directly beneath these words use the large 
escapement to type any combination of letters, which 
match the space used by the first typing. The combination 
of letters, which equals the space needed, will be used as 
fixed-space characters. Therefore, by following the fixed- 
space procedures you have learned, you can reserve a 
specific amount of space for the insertion. 


Inserting Larger Letters 


When justifying with machine adjustments of yellow or 
blue and you need to insert a word or words of a larger 
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size, type the rough-copy line without changing type and 
record the scale reading; but, type an additional character 
or two to allow extra units on the line. This will give you 
room to type in the same words in a larger size when 
justifying the line. 


When you justify this line, type it as usual except, when 
you come to the words which are to be in larger type, 
no-print them. This will leave space for you to go back and 
insert them after you have typed the rest of the line. 


At the completion of the line, change Fonts and the 
Escapement Lever setting, and fill in the larger word or 
words in the blank space on the line. 


One way to reserve the exact space needed for a word or 
words in a larger escapement is to use the fixed-space 
procedure. First, using the appropriate escapement, type 
on scrap paper the word or words to be inserted. Then 
immediately beneath these words type a combination of 
letters in the smaller escapement which equals the space 
needed for the word or words to be inserted. Using the 
fixed-space procedure you have learned, you can reserve a 
specific amount of space for the insertion. 


Justification Varieties 


Justifying Especially Short Lines 


When Color Bands Are Not in Middle of 
Justification Window 


Remember, the method for justifying especially short lines 
using interletter and interword spacing depends on seeing 
the white line on the right edge of the blue color band. 
Therefore, the color bands have moved to the middle of 
the Justification Window scale. 


However, if the material you want to have justified as one 
line is so very short, the Justification Tube has not moved 
enough to bring color into the Window—or far enough in 
to see the white line at the side of the blue band—you 
must take steps to make the Tube move. 


Type one or more m’s. (These, of course, will not be typed 
in your justified line. You are only typing them to move 
the color bands into the Window.) When you can see the 
white line at the edge of the blue color band, take a scale 
reading. 


Add the unit value of the letters you added (m, in this 
example) to the scale reading. This unit value of the letters 
added plus the scale reading equal the number of units 
your line stopped short of the right margin. With this 
information, you are ready to proceed as usual to 
manually justify the line. 


Crowding Copy to Justify 


For lines which go beyond the right margin only a few 
units, you can justify the line by crowding—taking out 
units. This is slower than normal justification, and exces- 
sive crowding decreases readability, so it should be held to 
a minimum. However, in situations where you cannot or 
do not want to hyphenate a word but it is too long to 
delete, justify by crowding. 


To find out how many units your line ended beyond the 
right margin, use your one-unit Backspace Key and 
backspace until the white line comes back into the 
Justification Window. Count the units as you backspace. 
For this example, let’s assume you backspace twice to get 
the white line back to zero on the scale. Your next step is 
to tab to where you record your scale readings and type -2 
to indicate that you are to take out two units to justify the 
line. 


When you are ready to justify the line, choose two spaces 
between words where you want to take out one unit each. 
To take out one unit of space, set the Space Bar Value Dial 
for 3, space once, then backspace one unit. 


For good typographic appearance it is best to remove these 
units following punctuation; or, if there is no punctuation 
in the line, choose areas in which a word starting with a 
tall character (f, h, k, 1, t) follows a word ending in any 
other character. 


Flush Right 
The following shortcuts and alternate procedures are really 


extensions of the basic flush-right procedure you learned 
earlier. 


Substituting 9-Unit Space Bar Strokes for m’s 


The letter m was chosen for no-printing for two reasons: It 
is one of the largest characters, thus one of the fastest to 
use. Also, it is one of the few letters on the Composer 
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which has the same unit value in uppercase (capital letters) 
as in lowercase. That permits you to capitalize every fifth 
or tenth m for ease of counting the letters and still not 
change the unit value with which you are working. 


To type final copy, you can use your repeat-action Space 
Bar and space instead of no-printing m’s. Set the Space Bar 
Value Dial for 9 and the Quantity Dial for the number of 
m’s—now Space Bar strokes—required. Space repeatedly, 
and watch the Quantity Dial as it moves down to zero. 
Slow down to single spacing action as the Dial nears zero, 
the point at which you stop spacing. 


You are then ready to add any additional units of space 
required before typing the material flush right. Remember 
to change the Value Dial back to 3 before you begin 
typing again. 


Tabulating Before No-Printing m’s 


If you have margins set for a long writing line and want 
relatively short flush-right phrases, begin the rough-copy 
typing by tabulating part way across the line. This relieves 
you from having to type so many m’s. 


Remember, of course, to tab to the same position on the 
line when you begin to type final copy. 


Tabulating to Avoid Using m’s 


When phrases you are typing flush right are of approxi- 
mately the same length, such as the following: 


District One 
District Two 
District Three 
District Four 


tabulate to a point where you can type a phrase and end 
near the right margin. If you stop typing within three picas 
of the margin, you will see the white line in the 
Justification Window without having to print any m’s. 


To illustrate, let’s assume you are typing the following 
with margins of 6 and 24, a tab at 15 (or, to carry the 
shortcut a step further, with your left margin brought in to 
15). Your rough copy with scale readings would be as 
follows: 


District One +15 
District Two +13 
District Three ae | 
District Four +11 


e few seconds of experimenting required to find the 
right tab setting is more than offset by the time saved 
typing, and later no-printing, m’s for each of several lines. 


(Since you are using your Space Bar Value Dial to space in 
the appropriate number of units to begin each line, 
remember to move the Dial back to 3 to type the phrases. 
A good way to remember to change the Dial is to set it, 
and leave your hand on the Dial as you space with your 
left thumb. This will serve as a reminder to move the Dial 
again before you start typing.) 


Leader Lines 
Leaders With Justified Right-Hand Columns 


This alternate procedure applies when leader dots do not 
require space between them. 


Type the rough-copy line as described earlier in this book, 
filling out the line with m’s. 


For your good copy, type the first portion of the line. 
Then for the leaders, type three periods for every m typed 
in the rough copy. (Remember, a period is worth three 
units, an m is nine.) 


After the last period, you are ready to type the last 
portion of the line. 


Centering 
Justified Copy With Centered Headings 
Parallel Justification 


An easy method for centering headings at the same time 
you set copy is to type the heading with the left margin at 
zero and the Centering Scale zero at the center of the final 
copy. 


Before beginning any of the copy, plan the margins so that 
the left margin is set on zero. Slide the Centering Scale 
ower, so that its zero is positioned at the center of the final 
copy. 


To center a heading, type it first at the left margin to 
Getermine the length of the copy. Notice where the Carrier 
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Position Indicator is resting. Tab and record the number 
that was read. 


For final copy, continue across to position the Carrier on 
the number to the left of the Centering Scale zero which 
corresponds with the reading you recorded after the first 
typing of the heading. Type the heading, and it will be 
centered. 


Serial Justification 


When doing serial justification, type the headings in the 
sequence in which they occur, recording the Centering 
Scale reading. 


Before setting any of the copy, slide the Centering Scale so 
that zero aligns with the left margin. 


For rough copy, type the heading at the left margin. Read 
the number on the Centering Scale where the Carrier 
Position Indicator is resting. Tab and record this number. 


For final copy, position the Centering Scale zero at the 
center of the line. Then position the Carrier to the left of 
zero at the recorded number and type the copy. 


Horizontal Centering in Boxes 
Spacing to Measure Width of a Box and Find Center 


There are 72 points to an inch. There are 72 units to an 
inch when using a large type style (red adjustments). 
Therefore, if you set the Escapement Lever on red and 
space across the box, counting as you go, you will know 
how many units are in the box. 


(Count by threes if the Space Bar Value Dial is set for 3, 
by fives if the Value Dial is set for 5, etc. Remember that 
you position the Carrier to begin spacing across by moving 
the Card Holder to the right and aligning the long vertical 
line with the left edge of the box. Hold the Card Holder in 
that far right position until you have spaced to the right 
edge of the box.) 


Once you know how many units are in the box, return to 
the left edge and space across half the total number. With 
the Carrier in the center of the box, align zero of the 
sliding Centering Scale with the Carrier Position Indicator. 
Then, if you need to move the Escapement Lever from red 


to yellow or blue to start typing and, in so doing, cause the 
Carrier to move slightly, you can realign it. Merely 
backspace or space forward to get the Carrier Position 
Indicator back in line with the zero on the Centering Scale. 


Substituting a 6-Unit Character for Space Bar Strokes 


The following is really an extension of the alternate 
method of centering previously presented. (See page 50.) 
The space to be distributed to the left and right of the 
copy is determined by no-printing a 6-unit character in this 
method rather than Space Bar strokes. 


Slide the Card Holder to the right and position the Carrier 
so the vertical line on the Card Holder is aligned with the 
left edge of the box. Then release the Card Holder, depress 
the No-Print Key, and type the copy to be centered in the 
box. 


Slide the Card Holder to the right again, then continue 
no-printing with a 6-unit character, such as the o. Count 
the characters as you strike them, until the vertical line on 
the Card Holder is aligned with the right edge of the box. 
(If the vertical line moves beyond the right edge of the box 
count the character. Also, backspace the necessary units to 
be aligned exactly by using the one-unit Backspace Key.) 


This count of 6-unit characters is equal to the space left 
over after no-printing the copy to be centered. The left 
over space will be distributed between the left and right 
margins. 


Return to the left edge of the box and align the vertical 
line on the Card Holder with the box. No-print half the 
number of 6-unit characters counted. (If your character 
count is an odd number, no-print another character, then 
backspace three units—half the unit value of the char- 
acter.) Also, space forward half the number of backspaces 
that were necessary to be exactly aligned on the right edge. 


Release the No-Print Key, and type the copy to be 
centered. 

Vertical Centering 

Finding Point to Begin Typing 


Instead of counting down from the beginning of the box, 
some people prefer to start at the bottom and click up for 
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the number of points in the bottom margin plus a couple 
of points for the descender to arrive at the base line of 
writing. This is especially pertinent for centering only one 
line in a given area. 


Others like to go to the middle of the box and space down. 
If you were centering one line of all cap letters, for 
example, you could go to the center of the box and space 
down half the number of points in the cap height of that 
type style and be in position to start typing. 


Shortcut 


Let’s assume two conditions: the box in which you will be 
typing is deep enough that being off a point or two will 
not matter; you know the point size of the type you will 
be using and the amount of leading you want between 
lines, so you can set the Leading Dial for the amount of 
vertical spacing you want per line of type. 


Align the horizontal line on the Card Holder at the top of 
the box, space down (by depressing the Return Key or 
Index Key), one line for each line of copy to go into the 
box. When you have spaced down for the last line of copy, 
continue spacing but start counting the number of lines 
you go down after those lines allowed for copy. In this 
way, you know how many lines will be left over in the box 
after typing copy. Divide that number by two, and you 
know how many lines to index down from the top of the 
box to begin typing. 


Forms Construction 


Flush Right 
Setting Margin 


Review: Flush-right lines end on the right margin, and the right 
Margin Set can be brought to the left only as far as 12 on the Scale. 


If you are preparing a form with flush-right lines at the left, 
such as in this example: 


name: 
address: 


city: 


insert the paper in your machine far enough to the right so 
your right margin can be set appropriately. 


No-Printing m’s 


To avoid doing rough copy for a flush-right section of a 
form on a separate sheet of paper, do it with the form in 
the machine. But, no-print the rough copy. 


Type carefully so you know you have been accurate. 
(Don’t worry if you do feel yourself make a typographical 
error, however. Simply character backspace and proceed.) 


When you type the m’s, continue no-printing and count as 
you go; then make a note of the number of m’s you typed. 
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Appendix 


9] 


Name 


Aldine Roman 


Baskerville 


Classified News 


Copperplate Gothic 


Journal Roman 


Press Roman 


Univers Condensed 
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Capital Height Chart 


Size 
8 Medium, Bold, Italic 


10 Medium, Bold, Italic 
12 Medium, Bold, Italic 


8 Medium, Bold, Italic 
9 Medium, Bold, Italic 
11 Medium, Bold, Italic 


8 Medium, Bold, Italic 
10 Medium, Bold, Italic 
12 Medium, Bold, Italic 


6 Medium, Bold, Italic 
8 Medium, Bold, Italic 
9 Medium, Bold, Italic 
10 Medium, Bold, Italic 
11 Medium, Bold, Italic 


6 Medium, Bold 
8 Medium, Bold 
10 Medium, Bold 


6 Medium 
8 Medium 
10 Medium 
12 Medium 


8 Medium, Bold, Italic, Bold Italic 
10 Medium, Bold, Italic, Bold Italic 
11 Medium, Bold, Italic, Bold Italic 





7 Medium, Italic 

8 Medium, Bold, Italic, Bold Italic 

9 Medium, Bold, Italic, Bold Italic 
10 Medium, Bold, Italic, Bold Italic 
11 Medium, Bold, Italic, Bold Italic 


8 Medium, Italic 
10 Medium, Italic 
12 Medium, Italic 


Medium, Bold, Italic 
10 Medium, Bold, Italic 
11 Medium, Bold, Italic 





7 Medium 

8 Light, Medium, Bold, Medium Italic 
10 Light, Medium, Bold, Medium Italic 
11 Light, Medium, Bold, Medium Italic 
10 Medium, Bold, Medium Italic 
11 Light, Medium, Bold, Medium Italic 
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Vertical Centering Charts 
How to Use 
The following Vertical Centering Charts are a shortcut in centering 


lines in small areas. They tell you how many points to come down 
from the top of a box to begin typing the first line. 


Find the cap height of the type you are using. Run your finger across 


that line until you come to the number representing the copy depth, 


expressed in points, of the copy you are centering. 


Then run your finger down the chart, to the bottom half, until it is 
on the same line as the number of points available in the total area 
in which you are centering. The number on which your finger then 
rests is the number of points to come down from the top to start 
typing. 

To illustrate, assume your cap height is 8, copy depth 25, and area 
depth 28. The lines meet at 10, as indicated on the diagram below: 
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*Cap height is used for simplicity. It is accurate to a fraction of a point in most instances. 
However, there are lowercase letters, such as b, d, f, and 1, which may extend slightly above 


capital letters in certain type styles. Only in limited cases will the difference be as much as 
a point or more higher than cap height. 
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Centering Chart 
For Centering More Than One Line of Copy 


For Area Depth—20 to 44 points 


PF Total Copy Depth-Points stisi—sOY Copy PF Total Copy Depth-Points stisi—sOY 


Tote el he] sp aS ae 




















Cap Height* 
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ssi = my ob 33|34/35|36|3 
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3}1.4]14[13]13[12|12]11/11[10[10 9 9| 8|_8[ 7] 7] of of -[-[-[-[-[-[-[-]- 
2afis|i4] 14/13] 13] 12/12|11]13[ 10/10 9] 9 8] 8 7] 7] of of -|-[-[-[-]-[-]- 
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Area Depth—Points 
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| Points to Go Down From Top of Area to Begin First Line | 


Points to Go Down From Top of Area to Begin First Line 






























& 
N 
nN 
ES 
N 
WwW 
N 
Ww 
N 
N 
N 
N 
N 
N 
N 
j=) 
N 
oO 
\o 
\o 
oo 
IEE 
Elsie 




























*Cap height is used for simplicity. It is accurate to a fraction of a point in most instances. However, there are lowercase letters, 
such as b, d, f, and 1, which may extend slightly above capital letters in certain type styles. Only in limited cases will the 
difference be as much as a point or more higher than cap height. 


For Area Depth—45 to 69 points 
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Area Depth-Points 
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Centering Chart 
For Centering One Line of Copy 


For Area Depth—8 to 43 points 


Type Size as Used Type Size as Used 
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Cap Height* 
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Area Depth—Points 
Area Depth—Points 
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Points to Go Down From Top Points to Go Down From Top 
of Area to Begin First Line of Area to Begin First Line 


*Cap height is used for simplicity. It is accurate to a fraction of a point in most instances. However, there are 
lowercase letters, such as b, d, f, and 1, which may extend slightly above capital letters in certain type styles. 
Only in limited cases will the difference be as much as a point or more higher than cap height. 


For Area Depth—44 to 79 points 
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Type Size as Used 











xI43IaH dep 


of Area to Begin First Line 


SO1O ym eo IAQIan 
eislelelseelelsls siecle ists 
sels esis Reece 


sjulog—Yjdaq Bary 














Q 
‘SEER EE RERERREE ESS 
ISS eee Sele Se SIS iale Sle aieee 
Sees Ss Slels Bale slalalels|e 
ANIL AILAIALA IAN IN IAN LTALAIAIAIMIMI AI MMINM oe 
Sele & Rial els (slslalsls/slee 

So oa 2 
alaleleiatalsisrele. Be 
foe) Ae 
< 
RS sie eels elelelels(atels om 
+/+ vs 
mM] os 

He 

n 
PRRPIRR BEI PEEIEEIs[s 24 

fo} 
ale 





eae ie Boly 





O7 


Recommended Impression Settings* 


Type Size Impression Setting 


6&7 point 2 
bold 


6,7&8 point 1 
light 
medium 
italic 


8 point 3 
bold 


9 point 2 
medium 
italic 


9 point 3 
bold 


10 point 2 
light 
medium 
italic 


10 point 4 
bold 


11 &12 point 3 
light 
medium 
italic 


11 point 3 
bold 


12 point 6 
bold 


*Bear in mind that these are generalizations. Precise settings will depend on 
variances of individual machines and the supplies being used. 


Character Count Chart 


Number Pica Number of Characters Per Pica 
of Picas Equivalent By 
in Inches Escapement Lever Adjustment 

















O WANN HBWN Re 
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ABB BB BID WWIWN NINN Ree 
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Leading Dial Lines Leading Dial Lines 
Setting Per Inch Setting Per Inch 
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Character Unit Values 
(Always the same regardless of point size of type) 


In Alphabetical Order: 


l 
W 


' 
Ww 


1 
rou 
' ' 


ex! Se eee KH VY Oveiee 
1 


' 
1 
| 
' 
loc} 


1 ' 
' ' ' 
MANNOUNBRBRBRANDAAOWDAWWANBRUADNUAAN 


NS eK ES STF RMODOBHREMK Oe ye A0 om 
' 


A-8 
B-7 
C-7 
D-8 
E-7 
F -7 
G-8 
H-8 
I -4 
J -5 
K-8 
L-7 
M-9 
N-8 
0-8 
P -6 
Q-8 
R-8 
S -6 
T-7 
U-8 
V-8 
W-9 
X-8 
Y-8 
Z-7 


NOTTS 
1 1 
00 00 DUO 00 


All Numbers = 6 





Character Unit Values for Presswire Fonts 


All Presswire Font characters have the same unit values as the ‘‘Selectric” 
Composer Fonts with the exception of the following: 


All numbers = 4 units % = 6 units 
Composite fraction denominators = 8 units & =6 units 
Composite fraction numerators $ =4 units 
1=5 units + =8 units 
3 and 7=8 units 
5 =6 units 


By Unit Value: 


sein [tons [Fonts [eons [Pet 











f a b P B Ww 
t c d S Cc A 
S e h * E D 
t g k T F G 
I Vv n $ L H 
: Z fe) + T K 
( J p = Z N 
) : | 4 ] O 
! [ u All Q 
i X numbers R 

y U 
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Keyboard Reference Charts 


The following charts show the keyboard location of the new characters that may 
be typed when using Language or Symbols Fonts. Except for the numerals, only 
the changes to your machine keyboard are shown on the charts. 


The United Kindgom keyboard is not illustrated. The only change on the United 
Kingdom Font will be that the $ will print as a £ sign. 


Remember to use the Velocity Control Dial, setting the inner dial when using 
Language Fonts and the outer dial when using Symbols Fonts. For more detailed 
instructions read the “Specialized Fonts’ section of this book. 


WDOOWIEODWOWOW 
O0O00000000H 
eeeseeeeeege 

OO0OO00O0000 


Latin 


aeeceagceee6 

OOD0L0000000@ 

eeeesegseseecs 
eeaeeeugucgee 


Germanic 


WOODJIIOIDOOVO® 
OOLOU0000008 
eeeegegecgeseegs 

eseceeeegec 


Nordic 


101 


102 


Keyboard Reference Charts (Cont.) 


AV tT VE\V@\ “VT VO VV « > \C)( M 
O @ oO ve @ @)A * r 4 a U 
VoOoOOOOOOOWM 
a Vv E [ ] nN L 6 o 
Greek 

E Yp A xe N K G T # T x 
€ Til % TIL v K LU ee U 

Z > r x Q y me 

C Oo y x W —t \ 


GecececaceCgda 
1 2 3 4 5 6 7 8 9 fe) / \ 
S\/O\4c\(A VV VF \i7\f= + 
es ie ° f S TT + PN St we 
Mathematical 
= \i - = =\(>YV\{ < e\f(>\(«\(R 
> ! x # § = = 7 + TT 
ba Z S all an + J = 


[ g fs) o & ] > ( ) <n) (Ht 
1 2 3 4 5 6 7 9 O - 6 
VYOOQOOOVODW 
(0% L & 
Technical ~ x = ud : : < P z 
-\( 1 \(>\(e)\(~ (HV h \(= Sf 2/o fe 
o \ + eo B x f i[ > ° yl 
v + 4 R E A ff ° 
ZJLeJUILS JLy JL Ele J 





Keyboard Reference Charts (Cont.) 


QEeR000e800a0 
CO000000000 

00000000000 
OOOO WWOOUU 





Ruling Font 


VAG WAXWIGwW WIDE) 
(OU0U0L0UU0UE) 
eeeeceseeecs 
eeeceec§soee 


Presswire Font* 


1 2 3 4 2 6 r O $ 
HOWOOOVVWOW 
Copperplate z ® : id = 2 2 L J . 
Gothic A\(S F\(G\(H VJ \(K \(L 
JS ‘a e * + [ = ] ? ¢ 
JOIDOOWE () 
* JL JL I | Jo 


* Character unit values for the new and relocated characters, are indicated by 
the small numbers on this chart. 
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Index 


A 
AGCCENEMALKS 45. gos, da ee aise tess ee eS 65, 67 
APPOndix. 2 «i266 6 Hew Re Sabe eT 91-103 
Ascender of character ................ 7 
Ascenders 
compared to Capital Height ........... a 
variation in Type Styles.............. 9 
Vertical Centering, usein ............ 52 
B 
Backspace Key ss6 36.6 a0 G68 oe R Bees 15 
effects on Character Backspace 
TCMOLY™ ye, foes Beet cw eae ees Hd Be 15,16 
for centering headings over 
COMA WTS ig) oe saksst Sac oat Gots Ga are: & ca, va lap ha 59 
for Horizontal Centering .......... 49,51 
for Interletter spacing .............. 39 
for'Tabulations 240% «ee wee awa 56-59 
Backspace Keys—see Backspace Key or 
Character Backspace Key 
Bas@ulaine) 6250 @ 8 keke ele ee ee we Res ov] 
Card Holder vertical alignment 
BUIMG jee sis wie aia hs ae eR wee eS 16 
in Vertical Centering .......... 52,54, 55 
returning tO. «iin ec ce gee ee ba CH eG 716 
Biological symbols ................-. 66 
Bold’ fy pe: s-1cc5eet en ddnlabess. owas 14 
foremphasis: 2.26 2440640 6 eeu 18,77 
Breathing symbols ................-. 67 
Business symbols ................. 66 
C 
Capital Height 25 cs athe eee ee eee 7 
in Vertical Centering ............ §2-55 
Capital Height Chart............... s.92 
Car@Holder = 8 eck bets @ es dk we Ss 16 
alignment guides, horizontal and 
VEDEICAL! |e. <si et ser iat es aloe seh ela See ce 16 
careand cleaning ................ 73 
for centering heading over 
COMMS: sh oie: ea 8 dw a) eds ey baw wa 59 
for Horizontal Centering .......... 50-52 
for Vertical Centering ........ 52-54, 87-88 
in forms consttuction 2.225646 46228206 61 
to return to Base Line of Type ......... 716 
Care and cleaning of Composer ....... 73-75 
CANT ais 3 Bagh BA RRO Beet S oo 10 
@atrier Cover ts eso%nse Saeed ceaacnd 10 
OC ATTICE PROSE 3) yo ene. wt ee: seen, Boole dee ws AS 4 
Escapement Lever ................ 14 
Index:-Key <2 g24 2344 42 SG.bond eis, Bass 5 
Margin Sets). 2 aie seb ee he Bm Bs eo eS 11 
No-Print Key 2a s ba ak oe Bowe wd 29 
proximity to Tab Stop ........... 12, 56 
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rapid forward movement ............ 76 
RAIDDON, sh. 12-ca te cdi 5, are wR an BeBe 10 
to position by 
Backspace. KeyS sais seve ces ges Se sw 15 
Pace Bates. 4d) del ep de asa Gree, Seimaase 17 
Tabulation Controls .............. 12. 
to position for trueing up 
Justification Window ............. 21 
to return to Fab Stop 2 25-5. 6 oe ews 76-77 
EYpG FONG 5 4.4. ec. aey ae be eee GS Ow Be 10 
atten COVED at. 0 Beso oe He BR Be 10 
Removable Scale: ose ce ed we Ae eee cae 11 
trueing up with serrated 
bands: sere aceee fac nah o eased 21 
turning Justification Tube ........... 20 
Carrier Position Indicator ............. 11 
for Horizontal Centering ........ 49-52, 86 
fot Tabulations! s,s. 00.002 4668 ae as 57-58 
to position Pont: oi e2 % eis « eee Ses 11 
Carrier Position Scale .............4. 11 
align Centering Scalewith ........... 76 
Carrier Position Indicator ............. 11 
to'position Font: .i5 5 cc eae eas 11 


Carrier Return Key 
Character Backspace memory 


CleaRed. 2 ke hele a ew wae eS 16 

in partial Carrier return ........... 76-77 
INndGEX KOy> gins 2d ge ens heh eewe cee 5 
justification memory .............. 25 
Zeto Index Levers 405 0% 62d odewaeeou 16 
Case of Composer, care and cleaningof ..... 73 
Catchinga Tab Stop .............. 76-77 
enters: 5 466s eats ess Secs 47-56, 85-88 
GXAC’ coke dy Dawe wae es emaee dada 48 
VISUAL, «05, caso, ees arabe cts ese BLS G.I a 47 


see—Horizontal Centering and 
Vertical Centering 


Centering Scale. .......... 11, 48-51, 85-88 
align Carrier Position Scale with ........ 716 
COMESIRM dace a, ai cz 6, (5 sb tak wt ade Gedy a 77 
Changing Type sizes in justified line ..... 80-82 
Character Backspace Key ............. 15 
clearing memory of ............... 16 
memory capacity of............... Is 
to construct symbols ......... 67, 77, 78 
to delete a word when 
PUSHEVING! 03 ge Sis aya deb wok ee 25 
to hyphenate when justifying ......... 24 
to make corrections .........02006- 26 
Units per'character 2. 2c ec ee cae es 15 
when memory effective ............. 16 
Character Count Chart............... 99 
SCOR Sys" eS wards ts 2d. HS Ae Gate @ See 63 
Character count for copyfitting ....... 62-63 


Characters per Pica 











Character Unit ValuesChart........... 100 


Circumalex: 2.3. osc es dow eee ee Bee ES 67 
Condensed Type ..............2.2.- 14 
Conversion Scale (Pocket Aid) ........... 8 
Character Count Chart ............. 63 
Elite Typewriter Ruler ............. 62 
for Horizontal Centering ........ 8, 48, 50 
for Vertical Centering «6c ee ea eee 8 
Leading/Inch Conversion Chart ...... 56, 64 
Pica Ruler sas. 4h we 8 hw a he eS 6, 48, 50 
Pica Typewriter Ruler: 6.6.6 e6 e s ees ee 62 
Point- Ruler ic «5% wows de oe SHA 6, 50, 52 
Units Per Fraction ofInch Chart ....... 36 
Copperplate Gothic Keyboard Chart ..... 103 
Copy depen nts eee a aver ite wp are 8 53-54, 64, 88 
Copyfitting: .. scene aegaseeaunes 61-64 
determining character count ........ 62-63 
determining Composer characters 
POP HME: oo ees. Boal ee cose aod UE ees 63 
determining Composer vertical lines...... 64 
determining Leading Dial setting ....... 64 
determining page depth ............. 64 
determining typewriter characters per 
NG? sis ed) ace ws OSA Se HS ee 62 
determining typewriter spacing ...... 62-63 
determining typewriter vertical 
MANOS), 2, dye cscci is. 4dh ie tees h Gravee iat BP ork rwe ic 63 
relating typewriter characters to 
Composer characters ........... 63-64 
using Character Count Chart .......... 63 
Cover/Paper Support ............... 10 
D 
Dash: sen 32 2 2% Sle Ba © wae e Sie 9 are 18 
for underscores or horizontal 
MNCS sere. es Ge si She weed, Ke ww coo wes 71-78 
Dead Key Disconnect ............... 65 
“dead Keys? . ..fe.4aa Sita ow Be Soe a 65 
Descender of character ............... 7 
Descenders 
variation in Type Styles.............. 9 
Vertical Centering, usein............ 52 
Diacretic marks... 2. scene ce eas 65, 67 
Dot Leaders 
athalfPicas 2 ses a eect asa eease 43-47 
AE PICAS: —sesncs, cas co, vata ton ar tS arenes Sp he od Sod 43 
see Leader lines 
E 
Escapement:Lever 2.265440 0e0000% 85 13 
Garnier gic d we, Sa S ae aren a SE SE 14 
colored triangle by ............... 14 
Font related 10: . ¢2. eens kb ese ewes 14 
Justification Tube related to .......... 21 
trueinguprelatedto .............. 21 
units per Pica... os na eS eee eee eee ws 13 














F 
Fast forward movement with 
Space Bar or Tab Key .............. 76 
Feed ROWS: «ici adh hae aA ame 8 iw ee o 5 
careand cleaning ................ 73 
TOTEMOVE! 5. ise Sw eww Boa) Bow 74 
TO TEPlACE: obs at ns bw Saree sh we Pw EP 74 
Fitting copy to space. 5.66 ce ee eee 61 
Fitting space tocopy ............... 61 
Fixed space character(s) ............-. 32 
FiX€G SPaCeS: ess 5h a. ap 4naca: ei  & ee a ee 29 
to determine character(s) ............ 32 
to reserve space 
for hangingindention............. 32 
iNustration: ¢2. 62 aad 4 wae ES we 8 28 
for irregular patterns ............. 35 
illustration a... 5, eo a eos hs « wim Sas 28 
for paragraph indentions ........... 30 
forrunaroundS sso. esi ee a Ha ae 32 
when mixing Type Sizes in 
AlN ss swe Boks Sow eh Se Ew ae 80-82 
when slanting both margins ......... 34 
illustration: 226 4 cewek ee Os 28 
when slanting left margin. .......... 33 
when slanting right margin .......... 34 
used.for Flush Right Lines ........... 41 
used for Special Column Widths ...... 35-36 
Plush Right «0. 46.5.0 scart sie een a 41-42, 83-85 
filling line by tabulating ............ 84 
filling line with 
Characters: ss. ssw a Ges eres ae aes 41-42 
in forms construction ............ 60, 88 
no-printing procedure .............. 89 
spaces for characters in final 
COPY «ay eld? aid) Bid ee SG Ge a ee 83 
ONES Sod & boleh O65 ca oS ee PS aaa Ss 4 
Camtieh no wide Saree how eee aoa we. 10 
Condensed Typé «43 bac eae dew oe 14 
Identification ..¢4.6. 06s @ aw ee waa 4,14 
UAT SUARE. 5. x sas ses ety Bree ee a ae ew wd 64-66 
Lock Léver i.cha0 ee See BRE oS 4 
Point Size:On) os. Sere. ie Sew a ew ee we 14 
IPECSS WILE: ses fay faa, 365 Sick soc Aap ge Bese eh ie oe esse Sh 14 
related to Escapement Lever .......... 14 
related to Leading Dial ............. 13 
Ruling 205: oa oa 2 He eee 68, 77-78 
StHIKING- TOPCO: 2.5% ee) ewe. ea ww 15, 67-68 
Technical “s, os.0 4 ee eG se ee Ba SES 66 
HO TEMOVE: x33. 6. as Ae gee oe ee 4 
TOsTEPlACE: 2c og ew Bow ea bie Oa eee a aw 4 
triangleON. osc es eRe Be ee ew a we 14 
triangle related to 
Justification Tube ........-..--.. 21 
MUCIIEUP: osaccca deanasad ee dens 21 
TYPCSIZOON, 2 osc edd aws ceca e eas 14 
Type Stylenameon............... 14 
DY PEWEIRNE ON os 64 care ae @ AGRE eee 3 14 
Velocity Control Dial ............ 67-68 








Forms Construction ............ 60-61, 88 


Flush Right linesin ........... 41-42, 60 
Horizontal Centeringin ......... 48-52, 61 
Justification I! ..+.6 66 we a sw ws 19-40, 61 
use of Card Holder 2.ck¢o% ceaae bas 61 
Vertical Centering in .......... §2-55, 61 
Forward movement, rapid ..........-.. 716 
Fractional part of Pica ...........-.- 35 


French Fonts—see Latin Fonts 


G 
Germanic: Fonts. .<cc86ds4 eke % eos 64 
Keyboard Chart: oo: sce op as ee ree 101 
Velocity Control Dial ............ 67-68 
Greek POnts: a..c 5 siya te jena ow whe Sem 66-67 
Key board Chart 2.4 03:66 ght ea Oe 102 
Velocity Control Dial ............- 67-68 
H 
Half Pica, Units:per. 22 2.404046 em es +4 
Hand! ruling lines! so wc se se Se ms 71-78 
Hanging indentions .............--- 31 
ANAS ER AETOM: “ass sess Se, ei cas oe wa let ca Bechara ser wi & 28 
Horizontal alignment .............-- 16 
Horizontal Centering ......... 48-52, 85-87 
Backspace Key, usein.........-. 49, 51, 87 
Card Holder, usein ......... 49-52, 86-87 
Centering Scale readings .......... 49-52 
IN BOXES ns oe ae BASE RES EYE 49, 86-87 
informs construction .............-.- 61 
OF HEaGiNgS) is. oes. os eee ie ee ws ees ies 48-50 
during parallel Justification ......... 85 
during serial Justification ........... 86 
over Tabulation columns ......... 49,59 
to determine 
Center Of ATCA csi shoes ees ws ee Bee 48 
center ofbox ........... 50-52, 59, 86 
center ofcolumn ........... 50-52, 58 
to position Centering Scale zero 
AU-COMLEE: coef cx Bie Get Bee Biante 49,52, 86 
with Centering Scale .......... 48-50, 85 
with PicaRuler .............02. 48, 50 
with Point Ruler: 026 bss ke hae 50 
without Centering Scale ........ 50-52, 87 
Horizontal lines 
created withdash .............. 77-78 
hanG t0ling: . . ks ces cw hee ee Sw 77 
Roliig- Font 2.2.5 sc, oc. 6 ec s 68-69, 77 


Horizontal measurement—see measurement 


Horizontal rules—see horizontal lines 
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I 
Impression Control .....252608080455 14 
chart of recommended 
SEEEINES, sue. wae ee Sa ay Se aE 98 
Velocity Control Dial ............ 67-68 
Inch: Winits per. o2 ec, ete: Sasa Wo eye ew 35 
Inches converted to Picas ........... 35-36 


Indented material—see numbered paragraphs 


Index Key - ssi cer sai. a ote we ene are ete 5 
Comer sis e Chee DKS eS we ee eee 5 
Carrier Return Key .- iiss ews tee ieae 5 
fOF paper iMSertioN 2 <2 cae bates Be 5 
for paperremoval. 2.6.65 60 00228 eo 5 = 5 
Papet Release Lever <0... 06080 ses a. eau s 5 

Inserting copy in Justified line in 
larger Type Size: s.2 3s pede noe aa ees 81 
smaller Typé Size: si aoe ee ee cs eee 81 

Installing newribbon ............-.- 70-71 

Interletter Spacing - 6... eee we 37-39 

Interword Spacing ..........-.-2005 37 

Interword spaces, number of 
for long lines justified .............. 40 
for short lines justified ........... 37-38 

Irregular patternS «se s% oa 6 se em edna 35 
UUstration:. «2. 6.46.0 2 Se KG SSD HE 28 

Italian Fonts—see Latin Fonts 

(talic Typ: act ino ee bs @ ae ee 14 
FOLeMphasis: 15 j695)5 bac wi abd HG Pals 18,77 

J 

Justification « ..04 cis Be ee eas 19, 78 
DUA is. stds: Stee ch brea saw feos &, Romans 20, 79 
exampleof ..2ccce cso sake es sta e 19 
examples of mechanics ............- 23 
how Composer justified ............. 22 
manual addition of space .......... 38, 82 
MATE SOE 5s: ei eed ee how re Bi Se a ee a 20 
mixing Type sizes withinaline ........ 80 
of special column widths .......... 35-36 
Parallel) *pa-sy: 4. A vee biseess encd a is ae! ones, Dees 26 
TESELVINGSPACE: aos ee a ees Re eS 27-35 
rough copy corrections ......... 26, 79, 83 
Scale FOAMING (215% Se ie oes nde oo ee He ee 22 
SCfal” 4s ek ee lsa es 2 Soe hes Re 26 
SHORELINES). x) ace ht <2 ce Ble bea 37-39, 82 
Tube: ack ae sels w ade se eee 20 
WINdOWS? «. da aw eth. woe ye ah or ee 20 
with center headings ........ 48-50, 85-8 

Justification Dial 2. 6.52. 66600052 2ee8 20 
and Justification Window ............ 22 
for Flush Right <2. ciesc00 2288045 41 
for Leader Dots every half Pica ...... 43,45 








WOVER 5, Gis Si Bak ee ois 1 BM eed 22-23, 78 


relationship to scale reading .......... 22 
setting changed from scale reading .... 79-80 
setting scale reading ............... 22 
Space Bar Quantity Dial .......... 22, 24 
Space Bar Value Dial .......... 17, 22, 24 
Justification Lever 
after typingaword ............... 78 
before typinga word ............ 22-23 
Justification Tube ..............0.. 20 
careand cleaning ................ 715 
Camiet COVET @..\s., 3:4) Boe a deere ws Hs os Be. ate 20 
colorin Windowon ............. 22,37 
inability totrueup ............... 21 
Justification Dial ............2... 22 
Justification Lever... ............0. 22 
Justification Windows .............. 20 
nocolorinWindowon ....... 24-25, 82-83 
relationship to Type size ............ 20 
scale reading from Windowon ....... 22-23 
serrated bandson .............00.. 21 
Space Bar Counter Window .......... 23 
to verify trueingup ............... 21 
CriangleON: gc. 6 6. 6. ae on Bee si mie & ates 21 
trueing up Window scale ............ 21 
WENN: ees sa wae ew SERS 20 
turning for adjusted scale reading ....... 25 
when mixing Type sizesinline......... 80 
when totrueup ................0. 22 
white line in Window .............. 24 


Justification Window 


COMOTS MN: sk Babes os ta eyvacteres hee Be. de to So oo 22 
colorsin middleof ............... 37 
COIOTSNOtM. 6-46 6 ea ede we es 24-25, 82-83 
for PlUIsh Right a3.4. 2.4 eased oa a ee 41 
for Leader Lines . 22. se es 44-46 
for Tabulations: 2. c-6 sy aw Re we we a7 
inability totrueup ............... 21 
right MarginSet ................. 21 
SCale! 5 gsc age es See Rea Re ee 20 
SCaleneading c6.2 bc sai ea se Gow 22-23 
ACUPUASE EC 2 ah sees et, 25s wth cas Gow, ees ay Si Hh a sal 25 
Change: «sissies oe 4 2  E we ES wk ae 79 
changéforemor 2.4 seca cee eee 79 
change for punctuation .......... 79-80 
MNO GOlOL ss. 3s ee 2% a Se Shee ae 24-25, 82-83 
when deleting part of words ......... 24 
when deleting words ............. 25 
when experimenting to add words. ..... 25 
when white line at zero... 2... 2. 24 
serrated bands for trueingup.......... 21 
TUCINE UP eds bce diac aed ee Ge RS 21 
toO'Verify (Meine Up «43sec eee ek Se 21 
when totrueup ................. 22 
WHITE TING AN) ae. sae aye whee Se we 21 
Justification Windows ............... 20 
K 
Keyboard: 64 oe Bae ed See ep  e 18 
Keyboard Reference Charts ..... 18, 101-103 
Copperplate Gothic .............. 103 














GOTMANIS: s,s "ai se de 6. S &: @ @ aitewe nea She B 101 
Greek. 54 6 he 4 8% 6-8 ow & ene ee we er 102 
atin! 3-0 sae eh wee SR Bd ee SS 101 
Mathematical. ................0. 102 
NOEGIG: «6 ied sage fe ab dt acta ae BW eas os as dave 101 
PHESSWILC! of iio: riches a atin de So ER 103 
Ruling PORE. 2 ona oe Sa oe ow ae 103 
Standard Composer ............... 18 
PECHNICAM 4 5.5; aetsess, Saar eh ew ae si eee 102 
L 
“| for vertical’ lines)... cc ek ea ae we 78 
Language Fonts ................ 64-66 
Dead Key Disconnect .............. 65 
identification ...5. 3. «si sa ¥ awe a we 64 
Keyboard charts .............. 65, 101 
Velocity Control Dial ............ 67-68 
Psat PONS a: 6. oes, dhe gt 5 ah Wl ead a ak S BOE 64-66 
Dead Key Disconnect .............. 65 
Keyboard chart .............. 65, 101 
Velocity Control Dial ............ 67-68 
Leader dotsevery Pica .............. 43 
Leader dots every half Pica .....,.... 43-47 
with justified right column ......... 44-46 
within justified copy .............. 46 
Leader dots:solid. oi... us eae eee OSes 43 
within justified copy .............. 85 
VGA Gb LES) a. x: ei soe cat eee ee ve Be eS Sk 42-47, 85 
with dotsevery Pica............... 43 
with dots every half Pica .......... 43-47 
‘With SOG COts: 2: js i) 2s. oa. s, @ ord ww oe Rw 43 
within justified columns ........... 85 
LCaGINE? fone: fe. os Blas w Gere dR RA 8, 13. 
in Vertical Centering ............ 333,55 
BROMUS: o6 e.siaa- 40g eee 8d 6 Bike bee x 7-8 
SCESOLMG 5. esi saict sg ew scar aes. 2 sae sat os whe ts eos te 8 
Léading Dial) si 6605. 460 ae ae ie an ea 7, 13 
OT ss Fe, sie. 'a 2b: ic zy Pes ah dah cd, Aah Mae a hte ez 13 
for Vertical Centering in boxes ........ SS 
for Vertical Centering in large areas ...... 56 
leading? os. eke eae Vee ea ead 8, 13 
Leading/Inch Conversion Chart 
(Pocket Ald): 4.8 isan ae ae x 56, 64, 99 
SCUSO]G 2h crack pe ea ae Re a RAS BRS 8, 13 
setting for copyfitting.............. 64 
to vertical line space... ............ 13 


Leading/Inch Conversion Chart 
(Pocket:Aad)). isi... seat tis ai ae ad de a's 56, 64, 99 


Light print—see Impression Control 
TAISWE TYPO? cd, ta: cor Riavee pei ai east valde: ees we Bere 14 


Long lines justification. .............-. 40 
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M 


Margin Set Scale ..... a Heeeebeean 11 
Margin Sets (Left and Right) ........... 11 
for Flush Right: 4.4628 0.02 e0¢2 8% 84, 88 
for special column widths ........... 35 
right margin set for trueingup ......... 21 
Mathematical Fonts .............-24- 66 
Keyboard chatt ..sk86e 2226 oe 5% 102 
Velocity Control Dial ............ 67-68 
Medical symbols. ..............00085 66 
Measurements .4.i65 00% 000000 Fee eS 6 
PICAS: ot ged ewe Re aA Be eS Eke HS oa wD 6 
Pica Ruler (Pocket Aid) ............ 6,8 
Point Ruler (Pocket Aid) ..... chose 6,8 
Points: 6s hs cd ee es ROWERS SOS 6 
SCALES? sis csp tie dence dW os Heo eee, Ape sa a He ew a we 6 


Measurement of Characters 


ASCENGEDS i.e ce aS 7 
Base: Line: 26s 6 ea jG Bae ee a ee eo 7 
Capital Height. «2c ea-% vei tw ee he ew 7 
IDESCENGETS) fi us a6 155 sae Res) abate dS Ss BS 7 
POIUNGISIZO re. cS, co t5) Gre ee eh OSS wre Reece 7 
Type height 4.1 sis 2% Heme eos wets 7 
WN: slike Sidi Bo ee ee we HE Bae 9 
Measurement —horizontal 
more than 20 spacesinline........... 40 
other than Pica... ss ake eee 35-36 
PCa: 3.4 96g Sahin Oa ewe Ee ee ARS 6 
Wnitsiper Pica’. naw nce ee ema eo Kes 9 
Measurement—vertical 
MCAGHTS va. se. a5, ss: Ee ice: sap os hw Sob sd wD 8 
Points «we eck es Ade ee ES REE ew 7 
TYPCSIZ6: gs. a. ee aha ee ew wl wa wy wwe wists 7 
vertical line spacing . 2... ..0028 se ewe 7 
Vertical spaces. .0: 424 h5 4c ea wa’ Bs 52 
Medium Types isn 3-2. eA whoa ceetmew Ree 14 
Mixing Type sizes within line... ...... 80-82 
N 
No-Print: Key 3. 54 4 skew bo ke hae ew EE wx 29 
for fixed spaceS™ fe beck es ale ee Ala ce 29 
Use in copy 
Flush Left and Right, 0244 2.6 naan aes 45 
POSH RIGHG, w) wivz es) alec ges erste 41-42, 83-85 
forms construction .............. 88 
Horizontal Centering ....... 49-51, 86-87 
Leager'fines: 20405 ce eek e eee aes 45 
mixing Type Sizes in Justified line .. . 80-82 
slanting margins .............. 33-34 
Nome Ponts: 2): 265i esan cen ended 65 
Keyboard Chart 22.2054 450%%¢%%4 101 
Velocity Control Dial ............ 67-68 
NOMBDEEONE 2.55.5 b 2d e owed S Saws 18 
Numbered paragraphs ............. 30-31 
Namber symbol... 5.660402 046 6544 644 66 
Numbers, alignmentof .............. 59 
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O 

O.K. scale reading ..............005 24 
On-Off Control... <.s..05 6 68 ee Swe Ee aw eS 10 
One unit horizontal space. ........ 39, 42, 83 


Outlines—see numbered paragraphs 


P 
Paper’ Bail... 2: egae dhe ss eae See HO 5) 
Paper deflector 2. 6 cc ee ke awed 74-75 
Paper insertion: «ss ses 5 6 os eR we ew 5 
Paper Release Lever ........-..5000008- 5 
Paper removal. iis: dae ae aed we aoa we SR HS 5 
Paper'TableScalé- <6 oxi wi sue. a Be S-3 eS i 
Paragraph indentions ............... 29 
Parallel justification ................ 26 
with centered headings ............. 85 
Partial-Carrier-Return shortcut ........ 76-77 
PICA ci phot gai aon oS od Be Waks ee Srave nb 6 
equivalents ininches .............. 99 
fractional parts of .. 2552406622 aa 35 


Pica Ruler—see Conversion Scale 


Pica, ‘Units per’ (sc 6.6 ses eek Bw ee 9, 13, 43 
TOTUCUP! oid oie do Ke wre Gn wie Be 21 
PIA: soca ead HES G ew eR aR ESS eee 5 
CALC ANG: CLEANING. 5.5.0 aru aos ja wi a av 73-75 
Platen Knobs) «434 seen eee ee dln e% 13 
for returning to Base Line ........... 76 
in Vertical Centering ............ 53-54 
Pocket Aid 
Conversion Scale 
Character Count Chart 
Elite Typewriter Ruler 
Leading/Inch Conversion Chart 
Pica Ruler 


Pica Typewriter Ruler 
Point Ruler 
Units Per Fraction of Inch Chart 


POUNG: ces aa: ee, eet eo AS hy ew at 6 
in Vertical Centering ............ 52-56 
in vertical line spacing ................ 7 








Point Ruler (Pocket Aid) 


see Conversion Scale ............. 6,8 
in Vertical Centering .............. 52 
POI tiS1Z6! os: s5. 8. deg ices we oo de ae Behaie Bete. ee 7 
in Vertical Centering ............ 52-56 
OMRON: «3a. ore 6 e.dpci wi GilecZ as eae os 14 


Position indicator—see Carrier Position Indicator 


Presswire Fonts 


character Unit values ........222., 100 
identificationof ................, 14 
Keyboard chart ................ 103 
Proofreading, long lines justification ...... 40 
Punctuation at end of justified line .... . 79-80 
Punctuation symbols................ 66 
Q 
Quotation marks .................. 18 
R 
Realignon Base Line ............... 76 
Recommended Impression Settings 
CATs voit ai id 2 alata aly ale oh dae a8 15, 98 
Reinstall partially used ribbon .......... 72 
Removable Scale .................. 11 
Remove partially used ribbon .......... 71 
Remove used ribbon ................ 69 
Repeat action keys ................ 69 
Ribbon 2. se cw bh da Deedee wenn 69-72 
Garter ek add, Saeagne w whe ew: ar oe Be 10 
torinstall. NeW 3:65 oe so eww. eS ZA ak 70-71 
to reinstall partially used ............ 72 
to remove partially used ............ 71 
toremove used .................. 69 
Ribbon guides ..............0.. 69-72 
Ribbon Lift Control ............000.. 17 
for vertical alignment .............. 17 
Ribbon Load Lever .............. 69-72 


Rough copy corrections—justification 24-25, 78-79 


Rules—see horizontal lines or vertical lines 


Ruling Font ............. 18, 68, 77-78 
Keyboard chart................. 103 
repeat‘action keys... see ccs cae 69 

Runarounds .................... 32 


Ss 


Sans-serif Type Styles ............2..., 9 


Scale readings 


on Justification Tube .........2... 22-23 
on Centering Scale.............. 49-51 
Scale readings for Centering ......... 49-51 
Scale readings for Flush Right .......... 41 
with white line in Window ........., 83-85 
Scale readings for Justification 
adjusted for extraSpace Bar .......... 25 
by backspacing to delete words ........ 25 
by backspacing tohyphenate ......... 24 
by experimenting to add words ........ 25 
by minusnumber ................ 83 
by returning color to Window ....... 24-25 
OP OUR. MNCS: so: 3k <u 2 day's 4s ear a dow @ 24 
OL TOME NES? aoe ass oa te e bar osm, GS Ke we 40 
of short lines ............... 37-39, 82 
to change without retyping 
due toextracopy ............... 79 
due to omission of copy ........... 79 
to extend punctuation ............ 80 
typed beyond right margin ....... 24-25, 83 
typographicalerrors............. 26, 79 
with no colorin Window ...... 24-25, 82-83 
with right edge of colors in Window . . . . 38, 82 
with white line in Window on zero ...... 24 
Scale readings for Leader Lines ....... 44-47 
typed beyond right margin .........,.., 46 
Scales: 5s Sane ne Pinal « aw Xan 6, 10 
Carrier Position .............., 11, 76 
CONteHiN ae secdosese, doa od Bowne, & & Baca 11, 76 
Justification Window .............. 20 
Margin Sets: 0.66 a pg ewe ee AR RS 11 
Paper TAOS: oii oss oe a aE we 11 
Pica Ruler (Pocket Aid)... ............, 8 
Point Ruler (Pocket Aid) ............, 8 
Removable Scale. ................ 11 
trueing up Justification Window ........ 21 
Serial justification ................. 26 
with centered headings ............. 86 
Serial Number .................4. 15 
Serif Type Styles... 0... eee ee 9 
Set solid. .... Seth 02> Se nah ar iviay ray Ge dw seca, eee der 8 
by Leading Dial ................. 13 
SHISEKeY™ ah. syd diszy chown ce. oun wo or tee & Sir aeds 4 
Short lines justification ............ 37-39 
by interword and interletter spacing ..... 38 
by interword spacing .............. 37 
with color in middle of Window ........ 37 
with no colorin Window ...... 24-25, 82-83 
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Slanting margins ................2.. 33 
both none ea dea eee eevw ee ae es a 34 
HUSTEATION | ss. p05. ee gow we Gidde dy ese whe Bear es 28 
NEEE * s, Baard, BRS Dad Sas Se Se Ba B 33 
Hght ose Ss eS Witmer ¢ ee ee eee ES 34 
Solid leaderdots.. cs cs6e888 5 e0¢08 4% 43 
Pace Bak és, als wee acd lee Se we ows ee 17 
changed to justify .............. 79-80 
Counter Window ..............--- 23 
for trueing up Justification Tube ....... 21 
one extra when justifying ............ 25 
quantity Of 2 ..2.4d0¢6e esse eee eee 24 
spacing with Justification Leverup ...... 29 
to move Carrier ©... 1... ee ee 76 
two extra when justifying ........... 25 
VAlUCIOL 0 A Stee: oO S See ene 2 ee Pm ee aS 24 
Space Bar Counter Window ............ 23 
CAPA CHV a: cin abs, ahie aide dea ay oes sb a a: 40 
for long lines justification ........... 40 
for short lines justification ......... 37-38 
to change scale reading ........... 79-80 
Space Bar Quantity Dial ........... 22, 24 
substitute for no-printing characters ..... 83 
to change scale reading ........... 79-80 
Space Bar Value Dial ............. 22, 24 
for aligning numbers .............. 59 
for interletter spacing .............. 39 
for long lines justification ........... 40 
in Horizontal Centering in boxes ..... 86-87 
in leader dots every half Pica .......... 43 
in’ Tabulations. 2. 666 eee eee ea eee 57 
Space:Ba? 2 seek eas edeee aha agdes 17 
substitute for no-printing characters ..... 83 
to move'Catrier’ 2 cic ieee ae a a 76 
Spaces 
between leader dots ............. 43-47 
interletter <4: seeee eee adhe e eared 37 
INLEEWOEG, 5 eos sds semasnte eR eae Se ee, ee 37 
substituted for characters. ........... 83 
with one unit value ............. 39, 42 
Spacing first to reserve space ........... 29 
for Hanging Indentions ............. 31 
SUUSELATION «jos sos lav ioe eye Me! & ey the Berend 28 
for Numbered Paragraphs ............ 31 
Spanish Fonts—see Latin Fonts 
Special column widths ............ 35-36 
Special effectscopy ............... 35 
MNUSUEAGCION: s,s Sess, , erssh ake oe een Soa. 4 oy ee 28 
Specialized Fonts ............... 64-69 
Dead Key Disconnect .............. 65 
POP TANSUABES esa Bese. ese tc ae oh Ske gos: Bae 64 
TOE TULING: oie see ed OS oslo, eb ORO OCR 68 
POMSYVINDOIS 52 eden, heh dares “owiehe 66 
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Keyboard charts ........... 65, 101-103 
Velocity Control Dial ............ 67-68 


Statistical copy—see Tabulations 


Striking force—see Impression Control 


Symbols Fonts 4366422000688 406% & 66 
Keyboard chatts: 5.0524 %.4 088.0% 4% 102 
Velocity Control Dial ............ 67-68 

T 

Dav Clear: 3 2c owas we diss BOO SS ard oe hed 13 

Tab Key « « ia 4adwes eh bo Swe 12 
Carrier proximity 22 ...22668000%8% 12,56 
clears; Character Backspace memory ..... 16 
for Tabulations ....2606 6 cee eee eee 56 
in Partial Carrier Return .......... 716-77 
movement of Carrier .............. 716 

Tab Locate Control ................ 12 
for Carrier movement .............. 716 
for leader dots every half Pica ......... 45 
for leader dots every Pica... .......... 43 
in Tabulations: 2: <. 2% aussi ee a eso 58 
to true up Justification Window ........ 21 

TaD St: 4 ca OS eB eae a Bie eS eB 12 

Tabulating to reserve space ............ 29 
at the beginning of justified line ........ 29 
for Hanging Indentions ............. 31 

UStration’ — sii 5-8 le Ss Sus» Dae 28 
for Numbered Paragraphs ............ 30 
for Paragraph Indentions ............ 29 
for Runarounds: 2. 6 eis:n6o 6 dis we bares 32 
in middle of justified line .... 2.2.2.2... 29 

Tables—see Tabulations 

Tabulating 
for Flush Right copy .............. 84 

Tabulation Controls .............. 12-13 

MaDUlAGONS  f5..05 639 hc oath he Bs, BS ard) ws 56-59 
aligning numbersin ............-.. 59 
procedure for setting tabs ......... 56-58 
to center heading over column ...... 49, 59 


to determine center of column ..... 50-52, 59 


to determine length of columns ........ 57 
to determine length of heading ........ 59 
to determine space between columns ..... 57 
to determine tab stops ........... 56-58 
TO:SECTADSHOR ec og eho artes ae, orev ee Be 58 
use:of Card Holder «2s asc s Bee % 59 
using Pica Ruler 20.0.0. eos ees ewe 48 
Tatift symbOlSss. 5.5% gcc sak ded ee a eS 66 
Technical PONS! ot. 53 hs eae es ee eS 66 
Keyboard:chart: «2. 6404064004044 20% 102 
Velocity Control Dial ............ 67-68 











Trueing up—see Justification Window 


Type Fonts—see Fonts 


WYPONGIENE 8 ac sie ace kee. 30% ew Se 7 
FYPCSIZE: sos dw One tee eka ebaea eas 7 
for Justification Tube use... 2.2.22... 20 
in Vertical Centering ............ 52-54 
ONFONS oes aoe kes WEA SE ao 14 
Ry pe Styles’ 2 sues oe wae oe Soe Chon ex 9 
PYSCONGETS: 55. ote. e- ow dh Sere Sete Hoe Soh eh Sle ws ae 9 
Capital Heightof ............... 71,92. 
Condensed) ..%..5.%. 6h ie a ete o ane! Sota oe 14 
DESCOndeES: o/s, geo 2.6 oe) Bes & way hha 8s 9 
OM MOUS: 2.3.4. sa va eetey & 2% Se Baw eet 14 
PROSSWilC ss, aio Sb go ep chee d @ Sade ain are A 14 
SANSSETIE wig GG Sd wks wi A) eas Sw Hes EE 9 
SELIM cos Shannen Sila ei A toda Hehy 5 ode rien 9 
WEIBNE. 2 sic boats ee 4d he wm an, eR RK 10 
Typewriter spacing 
to Convert toComposer .......... 63-64 
to count for copyfitting .......... 62-63 
to determine character perline ........ 63 
U 
WNAErSCOPEY 5 atisiw 1 ouster a an Gok Bw Bek See 18 
Underscores 
Hang TUN: so g's os g eS RE ES dee wee it 
made withdash ............... 71-78 
with Ruling Font .............. 18,77 
Wits 2 ares be me dee alin Kae aes cig ber 9 
per Character .................. 100 
pereighth inch .. s/s 6.0% 4 vate See sees 36 
per half Pica... ..........0..... 44 
PET INGN ou dal sete Hehe be ve gk wy ea eA 35 
Per wPicay se. a. dest ashes wom @ EE eRe 9,13, 43 
Space Bar Value Dial ..........22... 24 


Units per Character— 
see Character Unit Values Charts 


V 

Velocity Control Dial .......... 67-68, 101 

Vertical alignment 
of leaderdots ..... Thad d Awan Se ah vente an 43-47 
with Card Holder ................ 16 
with Ribbon Lift Control. ........... 17 

Vertical Centering ........... §2-56, 87-88 
Ascenders of characters. ............ 52. 
Capital Height of Type ........... 52-53 
Charts 5.2 6 6 ect sacar ea ah arate 93-97 
Descenders of characters ............ 52. 
On Base eine: 42.3. 4: ays) sec 'a! wei we BOR a a eS $2, 54 
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